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AR t FI NAL REPORT

Brief

Previous attempts to deve l op and vali date paper and pencil predictors
of Army recruiter effectiven ess have met with l i t t l e  success. One possible
reason for these failure s is tha t not enough is known about the performance
requirements of the recrui ter job. This project focused on discovering
these performance requirements by attempting to define the underlying task
dimensions associated wi th the Army recruiter and guidance counselor jobs.

The first step in this research effort was to revise a task list describing
job activities of OOE MOS soldiers . The purpose of the revision was to shorten
the list by eliminating out—of-date tasks and by combining tasks wh i ch referred
to the same kind of behavior. For example , severa l tasks related to meeting
various paperwork responsibilities were combined to form smaller number of more
general task statements describing these acti vities . Knowledgeable USAREC
personnel assisted in the shortening.

The revised task list of 150 items was used in a ‘task sorting protocol”
to gather the perceptions of USAREC personnel abou t how the tasks group
together by job function . This protoco l required each respondent to sort
the tasks into categories according to his/her know l edge about the way job
duties group together. Highly simi l ar tasks - i.e. tasks which describe
very similar job functions - were to be placed in the same category; dissimi-
lar kinds of tasks were to be sorted into separate categories.

The protocol was p ilot tested , revised slig htl y, and then administered
to 101 field recruiters , guidance counselors , and their supervisors , these
participants representing all five recruiting regions. The date were
analyzed first by assessing agreement among partici pants in the way the
tasks were sorted , and second by forming a composite set of task dimensions
summarizing the group members ’ sorting solutions.

Results ind i cated considerable agreement in this sorting task among
guidance counselors and recruiters , partici pants from the different reg ions ,
and supervisory versus non-supervisory personnel. Therefore , a summary list
of task dimensions was formed . This composite list contains four broad
dimensions defining relatively general task areas associated with the recruit-
er ’s and guidance counselor ’s role in the Army recruitment process. Subsumed
under each general dimension are four specific task dimensions identif y ing
more narrow and focused performance requ i rements. Here are the composite
task dimensions:

I. Prospecting Activities

Identifying and contacting qualified prospects.
using existing name sources to generate lists of prospects
contacting prospects
dealing with centers of influence and othe r persons in the schools
and in the community for the purpose of gathering prospect names
obtaining referral s

— - 
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I I .  Publicizing the Army

Building a positive Army image in the communi ty by setting a good example
and by providing favorable publicity for the Army and Army en li st e d programs .

conducting Army publicity p rograms in the schools or in the
commun i ty
working with the news or other m edia to obtain favorable publicity
for the Army
performing community services and working with community groups to
enhance the Army ’s image
preparing and delivering presen tations about the Army to civic organi-
zations , at caree r counseling sessions , or at recruiting sem i nars

I I I .  Selling Army

Getting individuals to join the Army by counseling them , explaining Army
benefits and opportunities to them , and presenting the advantages of Army life.

describing aspects of Army life , benefits , and opportunities to
prospects
conducting interviewing or couns eling sessions with prospects to
sell them on the Army
answering questions abou t the Army and about enlistment ; overcoming
objections to joining the Army service
sizing up individua l prospects and tailoring the interview to help
sell Army

IV. Administrat ive Ac t ivities

Working with recruiting reports , records , statistics , etc. and organizing
recruiting activi ties .

preparing, maintaining, and rev i ewing enlistment reports
planning recruiting activi ties : performing market research ,
zoning recruiting areas , etc.
maintaining recruiting statistics and records
maintaining recruiting publications

These dimensions should prove especially usefu l in developing selection
procedures for the Army recruiter job . First , the content of the dimensions
wi l l  suggest the kinds of personal characteristics and attributes necessary
to perform effectively as a recruiter. Then , paper and pencil measures of
these attributes can be chosen and/or developed as indicators of potential
for top-level performance in Army recruiting work. Finall y, the dimensions
may serve as performance rating scales in future selection research intended
to ensure that selection procedures chosen are , in fact , val i dl y identif ying
persons with good potential for Army recruiting .

_ _ _ _ _ _ _ _ _ _ _  - 



T A B L E  O F  C O N T E N T S

Page

I N T R O D U C T I O N  

PROCEDURE 1

Visiting Recruiting Stations and an Armed Forces
Enlistment and Eva l uation Station (AFEES) 

Refining the Recruiter/Guidance Counselor Task List 

“Clearing ” I tems with Recruiters , Guidance Counselors
and Personnel Specialists 2

Developing the Task Sorting Protocol 2

Pretest ing the Task Sorting Protoco l 3
Pretesting Procedures 3
Pretest Results 4

Sampling Plan for the Main Administration
of the Task Sorting Protocol 5

Gathering the Data 5

Data Analysis Procedures 7

RESULTS 7

Reliability Results 7

MDS Results 10

Wa rd and Hook Results 10

D I S C U S S I O N  10

Relating the Two Solutions 10

Forming the Fina l Task Dimensions and Definitions 10

CONCLUSIONS 22

REFERENCE S 23 

— - . -~~~~ -—.- - - - ---- -,  — - - . - —



—-—-—~~~~~— -— -•

INTRODUCTIO N

The project described in this report was ur td , - rt aken to rovid e a
comprehensive description of task dimension ’, underl y ing the a c t i v i t i e s
of Army recruiters and guidance counselors. The project t.~~ -.eS the
i mportant init i a l  step toward the eff ec t i ve development of a seIe~~ ion
strategy by identif y ing cl early those task dim ensions whi ch d’ scribe ‘h~
performance requirements of the job.

PROCEDURE

Visiting Recruiting Stations and an Armed Forces
Enlistment and Eva l uation Station (AFEES)

To familiarize the research staff with the daily activities of Army
recruiters , research staff members visi ted seve ra l recruiting stations
in the Chicago and Minneapolis District Recruiting Commands (DRCs).
Both inner city and rura l stations were observed during this fam ili ar-
zation phase. The researchers briefly interviewed station personnel and
spent time observing recruiters at work. Members of the research staff
also interviewe d and observed guidance counselors at the Chic aqo AFEES.
These visits greatly increased the staff’ s knowled ge of Army recruit r~-
act i vities and of the duties of both fie i d recruiters and guidance
counselors.

Refining the Recru iter/Guid ance Counselor Task List

Personnel specialists associated wi th the Department of the Army
have published lists of the tasks performed in most military occupa-
tional specialties (MOSs). One of these is the set of tasks performed
in the OOE , Recruiter/Guidance Counselor MOS. This list contains 376
tasks and appears as Appendix A. It is divided according to 17 job
areas , with as few as 10-1 5 tasks representing some areas , and as many
as 30-40 representing other areas.

Altho ug h the task list represents a thoroug h and comp rehensive
descri ption of tasks performed in the MOS , for purposes of this data
collection it contained many redundancies and some preliminary editing
was required. Fortunatel y, data we re available to provide objective
guidel ines for determinin g the relative redundancy of item coverage in
each job area. “Time spent ” information for each individual task had
been gathered from recruiters and guidance counselors (Goldman , 1975),
thus allowing for an estimate of recruiter and guidance counselor
invo l vement in each of the 17 job areas. The time-spent data for each
job area were used to guide decisi ons about how many items to use in
representing each area. An attempt was made in the final task li st to
have roughl y the same proportion of i tems in each job area as the proportion
of time recruiters and guidance counselors spend in that area.

~
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Keep ing this crit e rion i n  mi nd , research staff members beq in
combining i tems whose content appeared to b~ similar enouy h to warrant
such combining steps. As one ex~ - -~~1e , 23 items related to comp leting
forms were collapsed in variou s wdys y ielding eig ht items . For instance ,
“Prepare/review DA Form 1696-R” and “Prepare/review DA For~ i 3072-1 were
combined into the sing le item , ‘ Prepare/rev iew DA Forms associated w i t h
wa i vers (DA Form 636-R; DA Form 3072-1)’’. The three tasks ‘‘Initiate!
prepare enlistment moral wa i vers ’’ , ‘‘Initiate/prepare enlistment medical
wa i vers ’’ , and ‘‘Initiate/prepare enlistment administrative wa i vers ’’ we re
combined into the sing le task statement , ‘‘Initiate or prepare medical ,
mora l , or administrative wa i vers for app licants ’’ .

Similarl y, severa l other pairs or groups of tasks were combined in
order to shorten the lis t  and arrive at reasonabl y representative
coverage of the 17 job areas. These editing changes reduced t h e  length
of the orig inal list to 155 tasks. A ppendix B presents that list aln n~
with a desi gnation of the ori g in of each task.

‘‘Clearing ’’ Items with Recruiters , G u i d a n c e  Co un s e l o r s
and Personnel Specialists

The las t step in forming the final task list was to show the
mo d i f i e d  tasks  to ex per t s , persons who could make judgments about he
wording of individual items and about the total job coverage prov i ~~d by
the task list. Thus , the research staff asked field recruiters and
gu i d a n c e  co un selo r s  to rev i e w  the l i st a n d to make co r rec t io ns i n
w o r d i n g , as appropria te. These persons we re also encouraged to offe r
suggestions about adding or deletin g items . In addition to individuals
f unc t i o n i n g  i n  t he MOS , personn el specialists knowledgeable about the
rec ruiter and guidance counselor jobs reviewed the task list for comp le te-
ness and appropria teness. These “check i ng s teps ” res u l ted i n seve r a l
more changes. The final task list contained 150 i tems and appears in
Appendix C.

Developin g the Task Sorting Pro tocol

Be fore task dime nsions can be derived , i t is necessary to obtain
estimate ’s of the si m i l a r i t y  between each pair of tasks . These estimates
are usually obtained directl y--i.e., persons are asked to rate directly
the similarity between each item pair. Wi th the large numbe r of tasks
in this study , that method would have been cumbersome . If each rater
jud ged the similarity between every possible pair of items , the rater
woul-i be faced with 11 ,175 jud gments , clearl y too time consuming for
m d i  -idua l raters.

Fortunatel y, another method is available for generating these
similarity judgments. Friendl y and Glucksberg (1970), and Davison
(unpublished manuscri pt , 1974), have used a procedure which requires
jud ges to cluster stimuli into categories of similar content rather than

—2—
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to  make judgments about in d i v i d u a l  item p ai r 5 . A pply ing thi s  method ~o
the sortin g of tasks , each participant forms h i ’, or her own task cate-
gories , with the tasks that are placed in each c a teqo r y  representing the
content of that ca eqory or cluster.

The task solt ing protocol thus consisted of (1) a three—page set of
J irections , incl uding an example of how the tasks were to be grouped
tclqe ther , and (2) a deck of computer cards , each with a single t ask
statement printed along the top. The direc tions , which appear in
A ppendix D , asked respondents to sort the cards into p i l e s  accord i ng to
their perceptions of how the tasks grouped together.

Pretest i i~g the Task Sort g Protoco l

Pretesting Procedur~ - . A p retest was conducted with Il USAREC
personnel from the Chicago DRC. Three were Army recruiters , f o u r  wer e
station commanders , and t wo were g u i d ance co un s e l o r s . Th e pre tes t
sample also contained the DRC ’ s Senior Guidance Counselor and a Deputy
Area Commander.

Members of the pretest sample were briefed about the nature of the
project and were then asked to complete the protocol. To obtain tu~~ t-

retest r e l i a b i l i t y  data , researchers returned two weeks later to re-
administer the protocol. Ten of the eleven p resent at the first session
a l s o  comple ted t he pro toco l a second t i me d u r i ng t h i s  sess i on. For the
ten who comp leted the protocol twice , a d i s s i m i l a r i ty ma tr i x  was f i r s t
comp uted for Administration I responses according to the procedures
suggested by Rosenberg and Sedlak (1972). A ppendix E explains the
derivation of such matrices. Next , a d i s s i m i l ar i ty ma t r i x  was fo rmed
u s i n g  Ad m i ni s tr a t ion  2 responses and the el ement s of the two ma t r i c e s
were intercorre lated. That is , a n i ndex of t he a s s o c i a t ion be twee n the
two se ts of responses  was comp ut ed by c o r r e l a t i n g  the co r respo nd i n g
ele ments of the two 150 x 150 dissimilarity matrices. A hi gh correla-
tion from such data indicates that the patterns of jud ged psycho l og ica l
distances between tasks are very similar for Administration 1 and
Adm inistra t i on 2 data. A low correlation suggests that the two responses
to the protoco l produced different patterns of distances between tasks ,
an indication that responses to this kind of protocol are unstable.

During the pretest phase , two other procedures were employed to
check on the validity of information provided by responses to the
p rotocol. First , res ults obtained using the protocol were compared with
results obtained using the paired comparison method , a more often used
means of generating sim i l a r i t y  distances among stimuli. To accomp lish
this check on the equivalence of the two data gathering procedures , 1 1
i tems were selected from the 150 and p laced in a pa i red comparison
si m i l a r i t y  rating format. Each pretest group membe r rece i ved approximatel y
half of the possible pa i rs of II task statements; five participants
jud ged the similarity of 28 pairs and the five other partici pants jud ged

-3-
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th e s i m i l a r i t - ,- of the othe r 27 task pairs. Each par t i c i pan t was asked
to rate on a Li -poin t scale the s i m i l a r i t y  in job function represented by
each pair of tasks . The 4-point scale was defined: I = very s i m i l a r ;  2
= somewhat sim i l a r ;  3 = somewhat different; and 4 = very different.
Means of these direct s i m i l a r i t y  ratings were correlated with the cor-
r es p o n d i n g  55 d i s s i m i l a r i t y ind i ces derived from the task sorting
p rotoco l 1 to determine the equivalence of the two methods.

A second check on protocol data was to ask respondents to exp l a i n
their “s o l u t i o n s ” by having them describe the content of each of their
ca tegories. Thus , at the end of the second session , research staff
members asked several partici pan ts to explain what each of their cate-
gories was meant to depict. The purpose of this inquiry was simp l y  to
assess whe ther  or no t t he s o l u t io ns “made sense ”.

Pre test Results. Test—retest r e l i a b i l i t y  of the pretest solution
was .82 for elements of the d i s s i m i l a r i t y  matrices (N 1 1 ,175 ,
p .001). Thus , t he ten USAREC personnel who completed the protocol
twice agreed rather closel y as a group on their two responses to the
protocol.

The correlation between responses to the pa i red comparison simi-
lari ties task on 11 of the items and the corresponding di s s i m i l a r i t y
elemen ts derived from the task sortin g protocol was .71 (N = 55,
p < .01). The ma gnitude of this relationshi p is no t as great as was
an t i c i p a ted , bu t it su gests that the task sorting protoco l is capturin g
ap proximatel y the same kind of s i m i l a r i t y  jud gments as the more trad i-
tional paired comparison s i m i l a r i t y  ratin gs.

Further , the content of categories reviewed verball y by par ticipants
was conceptuall y mea ningful. Many categories were held in common across
pa rt i c i pan t s , and when individua l par tici pan t s d e s c r i b e d  u n i que
categ gries , they almost always appeared meaning ful within the context
of that person ’ s complete set of categories.

O v e r a l l , the v ali d it y checks outlined above ind i cated that USAREC
personnel well i nformed about recruiter/guidance counselor job duties
co u ld  p r o v i d e  mea n i n g ful responses to the task sorting protocol. Hi gh
test-retest r e l i a b i l i t y  suggested that responses would be stable and a
reaso nab l y h i gh cor relation between protocol results and the resu lts
obta i ned using a more established data gatherin g strategy l ends  suppo r t
to the task sorting protocol method .

1
Ag a i n , A ppendix E describes how these d i s s i m i l a r i t y  indices are
formed.
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Finall y , a c lus t e ring procedure (Wa r d & Hook, 196 3) was uti! ized t o 
obtain a pre ! imi nary idea of the dirnensional ity underlying the rec ruiter/ 
g uidance counselor tasks. The Wa rd and Hook process begin s by exam in ing 
the distances between all poss ibl e pairs o f tas ks as def ine d by the 
d i ss imil a rit y mat ri x computed pre vi ous ly. I t s e lects the two tasks that 
a r e leas t dissimilar (most s imilar ) a nd collapses those into a sing le 
c lus t e r . The next step in the procedure is to s can the N-1 ta sks (where 
one of the ''tasks" i s a c I us ter s ituated at the centroid of the space 
previously occupi e d by two indiv idual tasks) and to combine the ne xt 
mos t similar tasks (or cluste r s). Thi s procedure can be followed un til 
o nly two cluste r s remain, although one may choose to stop the process 
e a rli e r , if desired. 

Research staff members examined cl ose ly the various Ward and Hook 
s teps and selected for the pretes t so luti on those clusters that made 
good conceptual sense individually and as a group. The nine inte rpretab l e 
c luste r s so chosen appear in Tabl e I . Th i s res ult indicated that the 
task sorting protocol was a work~ole data gather i ng procedure which 
s howed promi se f o r yielding meaningfu l task dimensions . 

Sampling Plan for the Main Administrati on 
of the Task Sor t ing Protocol 

Since the purpose of the proj ect wa s to develop recruiter /guidance 
counselor task d imensions according to t he perceptions of a representa­
tive group of recruiters and guidance counse lors, the sampling design 
was intended to reflect a wide range o f geographic areas representing 
all five Army recruiting Regions and a good mix of field recruiters, 
station commanders , guidance counselo r s, anr.l senior guidance coun·selorc;. 
To implement this design two DRCs were selected from each of the five 
recruiting Regions, and II individua.ls were selected within each DRC. 
These groups consisted of persons possessing a good mix of experience 
within USAREC, some with recruiting experience only, some with guidance 
counselor a s well as recruiting experience, and others with supervisory 
experience in recruiting, counsel ing, or both. Thus, the sampling plan 
cal led for 110 pe rsons, each of the five recruiting Regions contributing 
22 pe rsons with a good mixture of job e xperience within t he OOE MOS. 

Gathering the Data 

Researchers visited each of the ten DRCs to administer the task 
sorting protocol. USAREC participants in these sessions were first 
briefed about the purpose o f the project, and then they were presented a 
copy of the directions for completing the protocol . 

After reading the direct ions and listening to the verbal instruc­
tions, the USAREC participants worked on their own, each sorting task 
statement cards into categories. When the raters completed the sorting 

-s-
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TABLE I

WARD AND HOOK CLUSTERS FOR PRETEST DATA (N = I I )

1 . Sched u l i ng exa m s and tes ts for  a p p l i c a n t s;  process i ng e n l i s tmen t
pape rwork. 6,7, 13, 19, 25 ,59,6 1 ,70,72,74 ,91 ,95,99, 101 ,102 ,1 1 5, 1 16 ,
I24 ,l30 , l48 ,l SOa

2 . P e r s o n a l l y pu b l i c i z i n g  the Army i n the Communit y; de livering presenta-
tion s about the Army. 17, I8 ,27,33,38 ,41 ,1i4 ,56,79, 108 ,l09, l l l  ,l1 3 , l l 9 ,
125, 129 ,135, 138 ,143

3. Prospecting; ‘‘bea t i n g  the bushe s’’ for prospect leads . 31 ,50,51 ,69,71 ,
88,94,107, 128 ,133 ,139 ,145

4. Adve rtising the Army throug h p ublic information programs , news r e l eases ,
TV or radio ads . 5,23,35 ,53,58 ,64,73,98, 1 1 8 ,120 , 122 ,123, 126 ,1 3 1 ,142 , 144

5. Inves ti ga ting/initiating/processing wa i vers for app l i c a nt s ;  p repa r i ng
fo rm s v e r i f y ing bir th or arrests. 28,34 ,46,77,85,1 14 ,132 ,146 ,147

6. Comp leting paperwo rk related to assi gned vehicle; d riving and maintain-
ing assigned vehic le. 4,20 ,24,26 ,43,63,67,78 ,82,93

7. Explai ning A rmy l i f e , ben e f i t s , oppo rt u n i t ies , etc. to prospect;
counseling the prospect; contacting and talking about Army to parents
of prospec ts. 1 ,8,10 , 11 ,12 ,14 ,22 ,29,32 ,40,45,48,54,57,65 ,76,80,83,
87,90,92,103 ,104 ,140

8. Adminis tering and interpreting results of screening tests; dealing
wi t h rejected or unqualified app lican ts; determining or verif y i n g
app l i can t ’ s e l i g i b i l i ty for enlistment. 9,36 ,47,49,60,75 ,84,89,100
12 1 , 134 , 137 , 141 , 149

9. Adminis trative duties; performi :~q orga nizing and p l a n n i n g  ac t i v i t ies .
2,3, 15, l 6 ,2l ,3O ,37,39,42,52,55,62 ,66,63,31 ,86,96,97,105 ,l06 ,1 l O ,l 1 2 ,
I 17 ,127, 136

aEach clus ter name is followed by a lis t of tasks contained in that cluster.
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job , one of the research staff members placed a blank computer card
between each category to preserve the respondent ’ s category solution .
This procedu re was followed so that a respondent ’ s solution could be
read directly into a computer , a proced ure which was effici e nt and
ensured relative l y error -free data. Time taken to complete the protocol
ranged f rom one to two and a half hours with most persons takin g approx i mately
one a nd a h a l f  h o u r s .

Data Anal y s i s  P rocedur es

First , the research staff wished to determine the extent of agreement
i n sol ut io n s o f f e r e d  by v a r i o us s ubg ro up s of par t i c i pants. There fo re ,
sub groups were formed and the elements of the d i s s i m i l a r i t y  matrices
ge nera ted by each g ro u p ’ s da ta were intercorrelated to provide inter-
pa rticipant agreement indices. One way of sub gro up i n g  t he sa mp l e  was to
form recr u iter and guidance counselor groups , ano ther  was to fo rm DRC
sub groups , a nd a no ther  was to for m t hree sub groups , (a) fie l d recr uiter ,
(b) g uidance counselor , and (c) supervisory perso nnel (e.g. , s e n i o r
g u i d a nce cou n s e l o r , stati ~on commander , etc.).

Once c o n s i s tenc y i n responses  ac ross  s u b groups was establ ished , the
da ta were c o l l a p s ed across  a l l  sub jec ts and subs equen t a n a l yses pe rformed
on combined data. The two kinds of anal yses performed were (a) multi-
di mensional scaling (MDS), and (b) a Wa rd and Hook (1963) clustering
procedure .

It was hoped that by app l y i n g  these two d i f f e r e n t da ta a n a l y s i s
methods , a mo re comple te p i c ture  of the d i men s i o n a l i ty un d e r l y ing the
tasks  m i gh t be revea l ed . M u l t i d i men s i o na l  s c a l i n g  s o l u t io ns a re  know n ,
i n  ge ne r a l , to y i e l d  r e l a t i v e l y small numbers of dime nsions (Schlesinger
& Guttman , 1969; Shepard , 1972) , the reby succinctl y and pars i mo n i o us l y
representing the task dimensiona lity. Ward and Hook analyses , on t he
o ther  hand , us ua l l y provide more diff erentiated dimensional solutions.

I t seemed l i k e l y , t her e fore , t ha t bo th s o l u t io n s co u ld  be used to fo r m
task  d i me n s i o n s .

R E S U L T S

R e l i a b i l i ty Resul ts. lnterpartici pant r e l i a b i l i ty results appea r
in Tables 2 and 3. Table 2 indica tes that persons in the different DRCs
agree substantiall y among themselves about the pattern of s i m i l a r i t i e s
among tasks. Table 3 shows first , that g u i d a nce coun s e l o r s  and r e c r u i te rs
agree  c l o s e l y , and second , tha t supervisory personnel see much the same
pa ttern of task s i m i l a r i t i e s  as those they supervise. These hi gh
r e l i a b i l i ties across the data from different groups suggest that no
serio us disagreements in responses exist and that the solutions could be
collapsed across the entire sample. The MDS and Ward and Hook clustering
p roced u res were t h e r e f o re ap p l i e d  to the comp o s i te responses .
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TABLE 2

INTERCORRELATIONS AMONG DISSIMILARITY MATRICES
DEVELOPED FOR EA CH DRC

1 2 3 ‘4 5 6 7 ~3 9 1 0

I. Oakland -—

2. Los Angeles 73 --

3. Cincinna ti 80 77 --

‘4. Cleveland 71 75 77 -—

5. Philade l phia 74 76 81 76 --

6. Pi ttsburg h 73 75 77 75 79 --

7. Atlanta 73 74 80 73 80 73 --

8. Jacksonville 74 81 81 75 83 80 78 --

9. Dallas 67 61 75 62 74 71 73 67 --
10. San Antonio 714 73 80 75 80 77 80 76 76 --

Note: N = 1 1 ,175
DRCs in the table are grouped by recruiting reg ion .
Mean within-reg ion correlation = .75; mean across-reg ion correla-
tion = .75.
Intr aclass correlation for the ten groups = .97.
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TABLE 3

INTERCORRELATIONS AMONG DISSIMILARITY MATRICES
FOR V A R I O U S  R E SPON DENT GRO UPS

Sample Size 1 2 3 4 5

37 1 . Field Recruiters --

17 2. Guidance Counselors 90 --

47 3. Supervisory Personne l 86 82 --

79 4. Personnel Invo l ved in Recruit-
ing vs. Guidance Counseling 96 89 96 --

22 5. Personnel Invo l ved in G u i d a n c e
Counseling vs. Recrui ting 90 99 83 89 --

Note: N of each corre lation coefficient is 11 ,175, the numbe r of
possible task pairs in the 150 x 150 task matrix.
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MDS Results. The MDS anal ysis des cr ibed in th 0 Procedure section
of this report y ielded solutions with from 5 to 15 dimensions. A l l
solutions were examined carefull y for magnitude of ei qenva l ues and for
psycholog ical meaning fulness. The five-dimension solution was most
easil y interpreted and this solution accounted for 83 percent of the
variance in the sca lar products m atrix. The dimensions and percent
variance accounted tar appeared in Table ‘4. Tabl e 5 contains the
dimension loadings associated with each MDS dimension .

Wa rd and Hook Results. The Ward and Hook solution chosen y i e l d e d
a far more differentiated solution. The clusters of tasks selected for
the final solution were much more orient ~-d to specific , relatively
narrow facets of the jobs than were the MOS dimensions. The 26 clusters
ident i fied appear in Table 6 along with a li s t  of tasks contained in
each cluster.

D I SCUSS I O N

Relating the Two Solutions. This section describes the relation-
shi ps between the MDS and Ward and Hook cluster solutions. Each M [~S
d i m e n s i o n  ca n be repre sen ted by the tasks w h i c h  load h i g hly on that
di mension and each Ward and Hook cluster can be represented simp l y b-
the tasks contained in that cluste . By examining the membership of
each dimension and cluster , the c o n f i g u ra t ion  of tasks  wi t h i n the two
sol utions can be compared. This comparison is dep icted i n Table 7.

I n  genera l , MDS dimensions are matched in content with more than
one  Ward and Hook cluster. Furthe r , this matching i s  ex tr eme l y “c l e a n”
i n tha t the one or more Wa rd a n d Hook c l u s te r s cor respo nd i n g to each MOS
di mension contain almost all the tasks that load hi gh l y on the dimension
and very few tasks that load hi g hly on any other dimension. This clear-
cut correspondence makes it possible to define several of the MDS dimensions
acco rding to the combinations of clusters subsumed under each MDS dimension.
For example , where three Ward and Hook clusters together include all
tasks which load hi ghly on a particular MDS dimension , then that dimen-
s i o n  ca n be d e s c r i b ed by a composi te of the thre e cl us ter s ’ defini tions.

Forming the Final Task Dimensions and Definitions. Because of the
close corr espondence between the two solutions and because of the potential
need for both a small numbe r of relative l y gene ra l  task  d i men s i o n s  and a
l a r g e  numbe r of more s p e c i f i c d i m e n s i o n s , the two solutions togethe r
were u~ ed to form the final task dimensions. The final dimensions ,
then , b roadly define the task domain , bu t a l s o  cont a i n more s p e c i f i c
subd i mensions whose content is based upon the Ward and Hook cluster
solution . These are presented in Table 8, a r r a n g e d  to re f l e c t bo th
ge ne r a l  a n d spec i f i c  t a s k categories associated with the Army recruiter
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TABLE 4

MDS DIMENSIONS FROM MAIN SAMPLE (N = 10 1 )

I. Explaining to prospects Army l i f e , benefits , and opportunities;
counseling with prospects in an effort to recruit them into the
Army (23 percen t)

II .  Publicizing the Army ; maintainin g contact with persons who can
help advertise Army opportunities (23 percent)

I I I .  Driving a s s i gned vehicle and ensuring that it i s  p r o p e r l y

maintained (17 percent)

IV. Obtaining prospect leads; establishing prospect name lists by
obtaining referrals , checking with schools , screening appropriate
lists , etc. (10 p e r c e n t )

V. Administrative activities; maintaining recruiting charts , records.
and statistics (10 percent)

Note: The percent variance accounted for by each dimension a p p e a r s
i mmediatel y after the dimension definition .
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TABLE 5

DIMENSION LOADINGS FOR FIVE-DIMENSION MULTIDIMENSIONAL
SCA L I NG SOLU T ION

Cornmu—
Task s a nal [t ies I I I  I I I  IV V

1 .695 .763 .251 — .203 — .026 - ,090
2 .124 — .120 .234 — .102 .205 .044
3 .18? — .279 .017 .068 .109 .304
4 .767 — .085 .046 .868 .023 — .057
5 .671 — .206 — .780 .029 — .126 .058
6 .264 ~~~~~ .186 — .023 — .420 — .09 .1
7 .312 .147 .354 — .219 — .235 — .250
8 .151 .327 .040 — .115 .142 — .098
9 .258 .024 .290 — .167 -- .284 — .255

10 .397 .550 .217 — .187 -- .017 -- .110
11 .555 .690 .210 — .165 — .071 -- .048
12 .633 .755 .172 — .172 — .0 20 — .049
13 .134 .087 .204 — .056 — .285 — .021
14 .448 .630 .07 5 — .184 .074 — .081
15 .463 — .334 .081 .192 — .033 .554
16 .117 — .207 — .021 — .090 .252 .041
17 .388 — .186 — .535 — .094 .189 — .152
18 .206 — .172 — .192 — .091 .342 — .119
19 .155 — .192 .163 .063 — .269 .122
20 .957 -- .152 .017 .966 — .025 .001
21 .088 — .122 .197 — .082 .156 .053
22 .681 .767 .224 — .190 — .025 — .077
23 .595 — .153 — .754 — .037 — .038 — .014
24 .754 — .102 .044 .860 .032 — .039
25 .197 — .270 .106 .032 — .190 .276
26 .995 - .179 .006 .977 — .046 .077
27 .137 — .206 — .070 — .047 .289 -- .063
28 .188 — .1/3 .204 — .053 — .317 — .113
29 .646 .761 .190 — .169 -- .0 24 — .041
30 .291 — .315 .026 .086 .064 .423
31 .261 — .062 .134 — .150 .446 — .131
32 .297 .417 .221 — .164 .207 — .063
33 .059 — .133 — .11~ — .015 .167 .001
34 .083 — .052 .264 — .087 — .037 .043
35 .701 — .179 — .812 — .058 .006 — .072
36 .305 .324 .274 — .190 — .227 — .192
37 .505 — .338 .076 .180 — .115 .583
38 .231 — .128 — .347 — .079 .249 — .163
39 .678 — .227 .025 .752 — .029 .244
40 .605 .725 .209 — .171 — .042 — .064
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TABLE 5 (CONTI NUED)

DIMENSION LOADINGS FOR FIVE-DIMENSION MULTIDIMENSIONA L
SCAL I NG S O L U T I O N

Comn,u-
Tasks nal i t i e s  I I I  I I I  IV V

41 .362 — .171 — .243 — .141 .467 — .190
42 .548 — .360 .063 .160 — .064 .620
43 .900 — .177 .005 .929 — .040 .066
44 .240 — .169 — .406 — .“82 .181 — .086
45 .583 .721 .147 — . 1 .3  .06/ — .054
46 .155 — .220 .148 .000 — .291 - .011
47 .263 .192 .284 — .184 — .241 — .231
48 .183 .291 .102 — .137 .232 — .125
49 .200 .293 .239 — .123 — .179 — .099
50 .238 — .095 .071 — .103 .448 — .112
51 .209 .024 .083 — .157 .404 — .119
52 .180 — .179 .124 .241 — .168 .216
53 .204 — .125 — .410 — .081 .117 .003
54 .706 .795 .20 5 — .173 — .028 — .042
55 .451 — .325 .068 .162 — .153 .539
56 .379 — .220 — .546 — .054 .148 — .086
57 .364 .517 .236 — .159 .113 — .048
58 .674 — .189 — .795 — .045 — .012 — .063
59 .200 .168 .313 — .210 .015 — .171
60 .115 .268 .160 — .096 - .078 — .038
61 .188 — .129 .195 — .013 — .36 5 — .018
62 .4 52 — .339 .117 .125 — .087 .548
63 . 983 — .174 .013 .974 — .~~27 .063
64 .20 5 — .197 — .102 .331 — .016 .215
65 .413 .560 .220 — .177 .13 5 - ,0 49
66 .53 1 -- .352 .087 .238 — .066 .582
67 .55 5 — .066 .0 74 .729 .089 — .079
68 .079 — .129 .064 — .008 .09 2 .223
69 .286 — .168 - .08 0 — .120 .465 — .146
70 .185 .246 .270 — .191 .047 — .115
71 .274 — .184 — .169 — .102 .440 — .086
72 .19 5 .003 .293 — .158 — .25 5 — .135
73 .681 — .176 — .803 - .017 — .0 70 .004
74 .108 — .17 7 .158 .000 — .224 .03 2
75 .143 .1/0 .221 — .115 — .197 — .115
76 .696 .782 .219 — . 175 — .052 — .0 56
77 .314 — .036 .339 — .20 7 — .251 — .304
78 .944 — .183 .020 .950 - .033 .072
79 .083 — .104 — .249 — .011 .09 5 — .037
80 .511 .6 55 .212 — .142 — .126 — .032
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TABLE 5 (CONTINUED)

DI MENSION LOADINGS FOR FIVE-DIMENSION MULTIDIMENSIONAL
SCAL I NG SOLUT I ON

Commu-
Tasks nalities I II I I I  IV V

81 .385 — .329 .048 .165 — .025 .497
82 .925 — .171 .016 .944 — .024 .053
83 .757 .812 .223 — .205 .009 — .079
84 .197 .048 .260 — .130 — .303 — .134
85 .193 — .118 .249 — .116 — .240 — .214
86 .414 — .3’~~ .070 .169 — .049 .521
87 .402 543 .214 — .182 .146 — .079
88 .326 .047 .163 — .176 .496 — .142
89 .160 .328 . .174 — .116 -.085 — .042
90 .364 .411 .308 — .206 — .165 — .172
91 .190 — .105 .259 — .112 — .313 — .042
92 .512 .640 .223 — .183 — .094 — .102
93 .985 — .182 .007 .972 — .046 .076
94 .340 — .026 .169 — .163 .512 — .147
95 .276 — .162 .249 — .101 — .390 — .161
96 .149 — .187 .022 — .023 .019 .335
97 .347 — .306 — .010 .092 — .024 .494
98 .595 -.209 — .739 — .011 — .056 .036
99 .142 — .083 .260 — .102 — .233 — .048
100 .075 .170 .146 — .114 — .010 — .108
101 .141 — .185 .146 .053 -- .263 .118
102 .104 — .013 .157 — .042 — .275 — .038
103 .644 .709 .267 — .223 — .049 — .131
104 .554 .680 .211 — .195 .038 — .086
105 .115 — .040 .180 — .087 .270 .018
106 .217 — .265 .173 .005 .089 .331
107 .359 — .182 — .364 — .128 .375 — .190
108 .461 — .206 — .569 — .092 .241 — .170
109 .085 — .205 — .090 — .005 .188 — .000
110 .548 — .354 .094 .153 — .045 .623
111 .234 — .139 — .234 — .117 .341 — .174
112 .456 — .336 .076 .142 — .128 .548
113 .406 — .135 — .5~ 6 — .124 .250 — .208
114 .197 — .234 .195 — .072 — .287 — .128
113 .083 — .033 .211 .012 — .188 — .039
116 .189 .130 . 288 — .216 .131 — .158
117 .136 — .217 .119 .046 .131 .235
118 .655 — .184 — .780 — .069 .047 — .080
119 .362 — .142 — .454 — .120 .278 — .209
120 .528 - .184 — .700 — .049 .012 — .0 26
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TABLE 5 (CONTINUED)

DIMENSION LOADINGS FOR FIVE-DIMENSION MULTIDIMENSIONAL
SCAL I NG SOLUTION

Commu-
Tasks nalities I II I I I  IV V

121 .233 .116 .291 — .202 — .146 — .270
122 .564 -.218 -.718 — .016 — .003 — .003
123 .673 — .201 — .788 .004 — .102 .048
124 .152 — .201 .199 — .064 — .254 .053
125 .170 — .194 — .351 .010 .076 — .057
126 .742 — .199 — .832 .007 — .097 .007
127 .489 — .346 .07]. .159 — .033 .581
128 .029 — .151 .029 .012 .070 — .013
129 .279 — .163 — .429 — .084 .210 — .132
130 .192 — .030 .283 — .159 — .244 — .161
131 .380 — .303 — .400 .071 -- .059 .346
132 .316 .007 .352 — .217 — .253 — .286
133 .352 .008 .164 — .196 .503 — .181
134 .339 .260 .338 — .240 — .175 — .262
135 .351 — .123 — .504 — .114 .206 — .163
136 .327 — .299 .122 .057 — .150 .444
137 .136 — .001 .181 — .11/ — .268 — .131
138 .188 — .226 — .362 .033 .062 — .025
139 .297 — .090 .073 — .148 .484 — .164
140 .526 .678 .191 — .163 .011 — .059
141 .365 .513 .227 — .172 — .087 — .111
142 .533 — .144 — .709 — .040 — .001 — .089
143 .431 — .198 — .545 — .104 .241 — .161
144 .621 — .221 — .747 .011 — .085 .081
145 .308 — .166 — .309 — .115 .375 — .178
146 .181 — .159 .240 — .119 — .219 — .189
147 .311 — .044 .343 — .208 — .251 — .293
148 .144 — .162 .2 53 — .120 — .144 — .137
149 .198 .005 .308 — .166 -- .2 20 — .164
150 .205 — .231 .226 — .062 — .310 — .012

I

~A list of the tasks appears in Appendix C.
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TABLE 6

THE 26 WARD AND HOOK CLUSTERS AND TASK STATEMENTS
CONTAINED IN THOSE CLUSTERS

1 . Contacting and talking to parents of prospects. 8,48

2. M a i n ta i n i ng reg i s ters  and p ub l i c a t io ns , fo rw a r d i n g  b i l l s . 15, 66,97, 127

3. Deal ing with members of the communit y for recruiting purposes. 17, 56 ,
108 ,11 3 , 1 19 ,143

4. Contacting education officials and conductin g recru iting program in
the schools. 18 , 1 1 1

5. Issuing TRs to applicants and arrang ing for their lod gings and meals.
19,52

6. Dealin g wi th AFEEs. 25,124

7. Co nt ac t i n g  National Guard to help th~ n recruit or to rece i ve recruitin g
help from them. 27,109

8. Contr ol li n g/inspecting/req u isi t oning test materials and pre paring them
for destruction. 37,55, 1 1 2

9. Anal yzing audience , outlining talk , and delivering presentation about
the Army . 38,44,129

10. Conducting publicity program for recruitment purposes. 53, 135

11 . Dealing with rejected applicants. 60,89

12. Delivering Army presentation at group guidance sessions , career
counseling sessions , or recruiting seminars. 79,125, 138

13. Initiating/processing/preparing/coordinating/investi gating wa i vers
for app licants. 28,85,11 4 ,11+6

1 14 . Performing market research; zoning rec ru i t i ng  area . 3 ,3 0 ,81 ,86

15. Preparing/reviewing/maintaining enlistment reports , records , statistics ,
and status charts. ‘42 ,62,11 0 ,136
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TABLE 6 (CONTINUED)

THE 26 WARD AND HOOK CLUSTERS AND TASK STATEMENTS
CONTAINED IN THOSE CLUSTERS

16. Processing final paperwork for enlistment. 6,61 ,95, 15O

17 . Determining e l i g i b i l i ty of applicants for Army service. 7,36 ,90, 134

18 . Schedulin g exams and retests at AFEE s; obtaining results from tests
and in terpreting them. 72 ,84,91 ,99,130 ,137

19 . Organizing recruiting activities. 2,2 1 ,105 ,106 ,11 7

20 . I nt e r v i e w i ng or coun s e l i n g  prospec ts . 1 ,14 ,22 ,45,104 ,140

21 . Forming prospec t list: obtaining referra ls , sc re e n i n g  ex i s t i ng
l i s ts of names , etc. 31 ,50 ,51 ,88,94,133 ,139

22.  Ex plai ning to prospects aspects of the Army , A rmy l i f e , and enlistment
procedures. 11 ,12 ,29,40,54,76,80,83,92,103

23. Obtaining names of prospects  i n c l u d i n g  d e a l i n g  wi t h cen te r s of
influence. 41 ,69,7 1 ,107, 1 145

24. Publicizing the Army . 5,23,35,58,73,98,118 ,120 , 122 ,123 , 126 ,142 ,144

25. Driving and maintaining government vehicle. 4,20 ,24,26,43,63,67,78 ,
82,93

26. Performing administrative follow-up during the recruitment process
i n c l u d i n g  comp le t i n g  and r e v i e w i n g  fo rms and ver i f y i n g  fac ts about
app licants. 9,3L+ ,L+J ,77, 11 5 , l 2 l ,132 ,147, 148 ,149

Tasks not included in clusters: 10 ,13, 16 ,32 ,33,39,46,49,57,59,64,65,
68,70,74,75,87 ,96 ,100 ,101 ,102 ,116 ,128 ,13 1 ,141
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TABLE 8

F I NAL AR MY R E C R U I T E R /GU I DANCE COU N SELOR TASK D I M ENS I ON S

I . Prospecting Activities

Iden tifyin g and conLactin g qualified prospects.

using existing name sources to generate lists of prospects
con tac t in g  prospec ts
dealing wi th centers of influence and other persons in the
schools and in the community for the purpose of ga t he r i n g
p rospec t na m~~o b t a i n i n g  ref e r r a l s

I I . Publicizin g the Army

Bui l d i n g  a positive Army image in the community by settin g a good example
and b y p r o v i d i ng favorabl e pub 1i~~i ty for the Army and Army enlisted programs.

c o n d u c t i n g  Army p u b l i c i t y  programs in the schools or in the
comm un i ty
working wi th the news or other media to obtain favorable
p u b l i c it y for the Army
p e r f o r m i n g  commun i ty s e r v i c e s  and work i ng wi th communi ty
groups to enhance the Army ’ s i mage
preparing and delivering presentations about the Army to civic
organiza tions , at career counseling sessions , or a t r e c r u i t i ng
s e m i n a r s

I I I .  S ell i ng Army

Ge tting individuals to join the Army by counseling them , e x p l a i n i n g  Army
benefi ts and opportunities to them , and presentin g the advantages of Army
l i f e .

describing aspec ts of Army life , benefits , and oppo rtunities
to prospec~conduc t i n g  in terviewing or counseling sessions with
prospec ts to sel l them on the ‘\r my
answeri ng questions about the Army and about enlistment ;
overcoming objec tions to joining the Army service
si zi n g up individua l prospects and tailoring the interview to
h e l p  s e l l  Army

-20- 
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TABLE 8 (CONTINUED)

FINAL ARMY RECRUITER/GUIDANCE COUNSELOR TASK DIMENSIONS

I V .  Administrative Activities

Wo rking wi t h  recruiting reports , records , statistics , etc. and
organizing recruiting activ ities.

prepa r i n g , ma i n ta i n i n g , and reviewing enlis tment reports
- . p lan ning recruiting activities: performing market research ,
- zon i n g  r ec r u i t i n g  a r e a s , etc.

main taining recruiting statistics and records

- . mai nt a i n i ng rec ru i t i n g  p ub l i c a t ions
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and guida nce counselor jobs. The reader w i l l  note that this final
solution contains onl y four dimensions of the five-dim ension MOS solu-
t ion. Th e t h i rd d i men s i o n  was d ropp ed  becau se , althoug h this d imension
was defi n i t e l y i nterpr e table , a l l  i tem s l o a d i n g h i ghl y on that dimension
related to dealing with vehicles. The i mportance of this dim ension in
ter ms of recruitin g or counseling effectiveness and the low base rate of
poor performance makes it less central than the others.

CONCLUSIONS

The two methods of grouping tasks provided two different solutions ,
each y i elding useful data. T H-  MDS solution was used as a genera l
framework for representin g four b road families of tasks associated with
the recruiter and gu idance counselor jobs. The Ward and Hook cluster
sol ut ion was used to d e f i n e  i n  mor e spec i f i c  te rm s each of the fou r
b road MDS dimensions. Below are severa l recommendations about how the
results and materials developed wit h i n  the project mi ght be used by the
Army to aid future manpowe r planning efforts.

I . The revised task lis t  of 150 items and the Ward and Hook
clus ter solit ion mi ght be used to check that the recruiter
traini ng program is complete. The tasks themselve s , and ,
perha ps more convenientl y, the Ward and Hook clusters ,
represent concrete activiti es recruiters and guidance
counselors do engage in. The refore these materi a ls should be
useful in defining training requirements. If training does
not prepare recruiters for all the tasks they need to
pe r f o r m , the training program can changed appropriately.

2. The MDS dimensions and the Ward and Hook clusters suggest the
perso na l  cha r ac te r i s t ics  an d a ttr i b ut es nec e s s a r y  to succeed
i n  the rec r u i ter job . For any future selection effort , it

w i l l  be i m por ta nt to out l i n e  ca re f u l l y these a tt r i b ut es or
person requirements. They link the demands of the job with
huma n skill/ability/interest measurement. Once this li s t  of
personal requirements. They link the demands of the job with
con t en t , measures which tap the relevant personal charac-
teristics can be selected.

3. The four MDS dimensions can be readily used in the development
of performance rating sc~~

1 -s to provide additional bases for
eva l ua t ion  of r e c r u i ter a nd g u i da nce couns e l o r  p e r f o rmance
effectiveness.

-2 2 -
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PERFORM EN LI STI~€NT/ REENLI STMENT PROCES SING DUTIES

1. DEVELOP/MA INTAI N DAILY WORK PLAN

2. AN SWE R QUEST IONS BY TELEPHONE

3. ANSWER QUEST IONS BY PERSONAL CONTACT

4. P LAN/O RGANIZE TELEP HONE CALLS

5. ANSWER LETTERS OF INQUIRY

6. STUDY ENLISTMENT (ENL)/REENLISTMENT (REENL) PUBLICATIONS

7. DETERMINE PHYSICAL/MENTAL/MORAL PREREQUISITES

8. DETERMINE ENL/REENL QUALIFICAT IONS

9. DETE RMINE ENL/REENL E L I G I B I L I T Y

10. VERIFY APPLICANTS AGE

11. VERIFY APPLICANTS SSN

12. VERIFY APPLICANTS CITIZENSHIP

13. VERIFY APPLICANTS PRIOR SERVICE

14. VERIFY APPLICANTS EDUCATIONAL BACKGROUND

15. OBTAIN PARENTAL CONSENT WHEN REQUIRED BECAUSE OF AGE

16. DETERMINE WAIVERABLE/NONWAIVERABLE QUALIFICATIONS

17. INVESTIGATE WAIVERS PRIOR TO DETERMINING ELIGIBILITY

18. INITIATE/PREPARE ENL/REENL MORAL WAIVERS

19. INITIATE/PREPARE ENL/REENL MEDICAL WAIVERS

20. INITIATE/PREPARE ENL/REENL ADMIN WAIVERS

21 . COORDINATE / PROCESS ENL / R EENL WAIVERS

22 .  DETE RJ ’II NE REQU I REMENTS FOR SERVICE SCH OO L ATTENDANCE

23. OBTAIN ENL QUOTA ALLOCATION FOR APPLICANT

24. WRITE REQUESTS FOR IN-SERVICE SCHOOLS/ TRAINING

-27- 
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PERFORM ENLIST~€NT/REENLISTMENT PROCESSING DIJ1~IES (CONT)

25. t ETER MI NE CREDITABLE / MO NTHLY PAY FOR APPLICANT

26. PROCESS / PREPARE FINAL ENL/REENL PAPERWORK

27. OBTAIN ASSIGNMENT INSTRUCTIONS

28. ASS I ST IN REMOVING BAR TO REENL

29. MAINTAIN LIAISON WITH LOCAL FINANCE/PERSONNEL OFFICER

PERFORM DUTIES EXCLUSIVE TO RECRUITING

1. COORDINATE/CONDUCT ENL PROGRAM IN LUGII SCHOOL

2. MA INTAIN COORDINATION/COOPERATION Will-I AFEES

3. INITIATE/FORWARD APPROPRIATE RECORDS TO AFEES

4. OBTAIN RECORDS FROM SCREENING / SELECTIVE SERVICE BOARDS

5. OBTAIN ENL CLEARANCE FROM CHIEF EEA

6. VERIFY APPLICANTS POLICE RECORD WITh LOCAL AUTHORITIES

7. VERIFY APPLICANTS DD FORM 370

8. VERIFY SELECTIVE SERVICE CLASSIFICATION FORM

9. EVALUATE PROSPECTIVE ENLISTEE FOR SECURITY

10. PREPARE/PROCESS ENL GUARANTEE LETTERS

11. NOTIFY PARENTS OF UNDERAGE PROSPECTS OF CHANGES IN OPTIONS

12. ASSIST STATE EMPLOYMENT SERViCE OFFICES WITH ENL REJECTS

13. ASSIST RECRUITING EFFORT OF ARMY RESERVE/NATIONAL GUARD

14. DEVELOP/MA INTAIN GOOD CO~~1UNITY RELATIONS

15. PREPARE MOBILE RECRUITING STATION

16. PARTICIPATE IN GROUP GUIDANCE SESSIONS

PERFORM RECRUITER CONTACT DUTIES

1. CONTACT 1-1-IGU SCHOOL OFFICIALS/GU IDANCE COUNSELORS

2. CONTACT COLLEGE JOB PLACEMENT DIRECTORS

-2b-

. —. --, . .-~~~~~ - - . --~- . - - --— — —. - - - .--- ----- - .. -~~- —---——~~ - - -



—
~

-.--. ~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~

RERFORM RECRUITER CONTACT DUTIES (CONT)

3. CONTACT NURSING SCHOO L OFFICIALS

4. CONTACT VOCATIONAL /TRADE SCHOOL OFFICIALS

5. CONTACT PARENTS OF PROSPECTIVE APPLICANTS

6. CONTACT EMPLOYMENT AGENCIES

7. CONTACT PERSONNEL MANAGERS

8. CONTACT PUBLIC OFFICIALS

9. CONTACT C I V I C  EMPLOYMENT AGENCIES/LEADERS

10. CONTACT RELIGIOUS AGENC IES/LEADERS

11. CONTACT ENLISTEES HOME ON LEAVE

12. CONTACT LOCAL NATIONAL GUARD UNITS

13. CONTACT LOCAL US ARMY RESERVE UNITS

14. MA INTAIN POINTS OF CONTACT

PRESENT FORMAL / INFORMA L TALKS ABOUT THE ARMY

1. ANALYZE PROSPECTIVE AUD IENCE/OCCASION

2. PREPARE TALK OUTLINE

3. DELIVER FORMAL/INFORMA L TALKS ABOUT THE ARMY

4. DELIVER PRESENTATIONS AT RECRUITING SEMINARS

5. DELIVER PRESENTATIONS AT CAREER COUNSELING SEMINARS

6. TALK TO HIGH SCHOOL S11JDENTS

7. TALK TO COLLEGE STUDENTS

8. TALK TO VOCATIONAL /TRADE SCHOOL STUDENTS

9. TALK TO PARENTS

10. TALK TO CIVIC/SERVICE GROUPS

11 . TALK TO PUBLIC OFFICIALS

12. TALK TO RELIGIOUS/CIVIC LEADE RS

-29- 
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D. PRESENT FORMAL /INFORMA L TALKS ABOUT THE ARMY (CONT)

13. TALK TO UNIT OFFICERS AND NCOS

14. TALK TO UNIT NONCAREERIST S

E. SEEK SERVICE PROSPECTS

1. IDENTIFY POSSIBLE CENTERS OF INFLUENCE (CI)

2. DEVELOP POSSIBLE CI

3. MAINTAIN LIAI SON W 1 f l I  CI

4. PREPARE CI CARI) S

5. MAINTAIN FILE ON CI

6. USE AFEES/RECRUITING SERVICES SCREENING INSTRUMENTS

7. SCREEN 111GM SCHOO L GRADUATING LISTS

8. SCREEN HIGH SCHOOL DROPOUT ‘.ISTS

9. SCREEN VOCATIONAL/TRADE SCHOOL ROSTERS

10. SCREEN SELECTIVE SERVICE REGISTRATION LISTS

11. SCREEN COLLEGE DROPOUT LISTS

12. SCREEN ASVAB PRINTOUTS

13. SCREEN OFFICER SELECTION TEAM REFERRAL FORMS

14. SCREEN PRE-I NDUCTIO N ROSTER

15. OBTAIN REFERRALS-FROM OTHER SERVICES

16. EXAMINE NEWSPAPER FOR PROSPECTS

17. EXAMINE PRE-INDUCTION PRO~~:SSING LIST

18. EXAMINE ETS ROSTER FOR PROSPECTS

19. ESTABLISH LISTS OF N AME LEADS

20. REFINE LISTS OF NAME LEADS

21. QUALIFY NAME LEADS

22. CONTACT QUALIFIED NAME LEAD S

-30- 
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E . SEEK SERVICE PROSPECTS (COIIT)

23. PREPARE PROSPECT CARD

24. DEVELOP/MAINTAIN PROSPECT CARD FILE

25. ANALYZE PROSPECT TO DETERMINE APPROACH

F. INTERVIEW/COUNSEL PROSPECTIVE ENLISTEES/REENLISTEES

1. SCHEDULE INTERVIEWS/COUNSELING SESSIONS

2. TAILOR INTERVIEW/COUNSELING SESSION TO ENLISTEE/REENLISTEE

3. RECORD EACH INTERV IEW/COUNSELING SESSION

4. INTERVIEW ENL/REENL PROSPECTS

5. COUNSEL ENL /REENL PROSPECTS

6. COUNSEL ON ARRANGING PERSONAL AFFAIRS PRIOR TO ENL/REENL

7. USE EST/WEST RESULTS IN INTERVIEWING/COUNSELING

8. USE FIELD 201 FILES IN INTERViEWING/COUNSELING

9. HANDLE OBJECTIONS

10. EVALUATE INTERVIEWEE

11. ASSIST INDIVIDUA L IN DESIGNING ARMY CAREER PLAN

12. USE AUDIO/VISUAL SALES TECHN IQUES

13. INTERVIEW/COUNSEL REJECTED APP LICANTS

14. ADVISE REJECTED APPLICANTS ON REEMPLOYMENT RIGHTS

15. CONDUCT FOLLOWUP INTERVIEW/COUNSELING SESSION

G. EXPLAIN ENL/REENL/SERVICE BENEFITS/PROGRAMS

1. EXPLAIN PREREQUISITES FOR ENL/REENL

2. EXPLAIN ORGANIZAT IONAL STRUCTURE OF ARMY

3. EXPLAIN MOS STRUCTURE OF ARMY

4. EXPLAIN ARMY GRADE/CAREER PROG RESSION

5. EXP LAIN ENL/REENL BENEFITS
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G. EXPLAIN ENL /REE NL /S ERV I CE BENEFITS /PROG RAMS (CONT)

6. EXPLAIN ENL / REEN L OPTION S

7. RECOMMEND E N L / R E E N L  OPTIONS

8. EXPLAIN SERVICE BENEFITS/OBLIGATIONS

9. EXPLAIN ARMY JOB SATISFACTION

10. EX PLAIN ARMY ADVANCEMENT/PRESTIGE

11. EXPLAIN APTITUDE AREA SCORES

12. EXPLAIN OPPOR FOR TRAINING

13. EXPLAIN EDUC OPP OR/ADVANT AGES

14. EXPLAIN VOCATIONAL OPPORTUNITIES

15. EXPLAIN ARMY SCHOOL SYSTEM

16. EXPLAIN SPECIAL TRAINING PROGRAMS

17. EXPLAIN OFFICER/WO PROGRAMS/OPTIONS

18. EXPLAIN AMEDS/NURSE PROGRAM

19. EXPLAIN WAC COLLEGE JUNIOR PROGRAM

20. EXPLA iN FLiGHT TRAINiNG PROGRAM

21. EXPLAIN IJSMA PROGRAM

22.  EXPLAIN OCS PROGRAM

23. EXPLAIN REENL/VARIABLE REENL BONUS

24. EXPLAIN PAY/ALLOWANCES/ALLOTMENTS

25. EXPLAIN DEPENDENT ALLOWANCES

26. EXPLAIN DEPENDENCY/INDEMNITY COMPENSAIIUN

27. DISCUSS MILITAR Y LIFE

28. EXPLAIN MILITARY HOUSING

29. DISCUSS M I L I T A R Y  FAMILY LIFE

30. EXPLAIN ARMY MEDICAL CAR E PROGRAM
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G. EXPLAIN ENL/ RE ENL/SERV !CE BENEFITS /PROG RAMS (CONT)

31. EXPLAIN DEPENDENT MEDICAL CARE PROGRA M

32. EXPLAIN RETIREMENT SYSTEM/BENEFITS/OPTIONS

33. EXPLAIN RETIRED SERVICEMANS FAMILY PROTECTION PLAN

34. EXPLAIN DISABILITY RETIREMENT/BENEFITS

35. EXPLAIN SOCIAL SECURITY LAW/BENEFITF

36. EXPLAIN VETERANS BENEFITS

H. PERFORM TESTING/EVALUATION DUTIES

1. SCHEDULE PHYSICALS AT AFEES

2. SCHEDULE MENTAL EXAMINATION AT AFEES

3. SCHEDULE PHYSICAL/MENTAL RETESTS

4. RECORD /USE TEST SCORES

5. ADMINISTER EST/ WEST TO PROSPECTS

6. SCORE EST/WEST

7. INTERPRET EST/ WEST RESULTS

8. ADMINISTER SPEAR

9. SCORE SPEAR

10. INTERPRET SPEAR RESULTS

11. OBTAIN TEST RESULTS FROM AFEES

12. INTERPRET AFQT/AFWST RESULTS

13. INTERPRET ECFA RESULTS

14. INTERPRET AS VAB RESULTS

15. INTERPRET AQB/WAC B RESULTS

16. INTERPRET ACB RESULTS

17. INTERPRET O F F I C E R / F L I G H T / S P E C I A L  FORCES TEST RESULTS

18. BRIEF ON N ATURE OF ARMY PERSONNEL TESTS
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H. PERFORM TE STING/EVAL UATION DUTIES (CONT)

1~~. REQUISITION TEST MATERIALS

20. CONTROL TEST MATERIALS

21. !NS~~LCT TEST MATERIALS

22. PREPARE TEST MATERIALS FOR DESTRUCTION

23. SUPERVISE PERSONNEL ADMINISTERING TESTS

I. PREPARE/REVIEW ENL/REENL FORMS

1 . REVIEW DD FORM 214 FOR PRIOR SERVICE PERSONNEL

2. REVIEW DA FORM 1811 FOR PRIOR SERVICE PERSONNEL

3. PREPARE DA FORM 41

4. PREPARE/REVIEW DD FORM 369

5. ASSIST IN PREPARING DO FORM 398

6. REVIEW DD FORM 398

7. PREPARE/REVIEW Dl) FORM 4

8. PREPARE/REVIEW USAREC FORM 200

9. PREPARE / REVIEW ~~ FORM 1695

10. PREPARE / REVIEW DD FORM 98

11. PREPARE/REVIEW DA FORM 3286 WITH ANNEX

12. PREPARE/REVIEW DA FORM 3340

13. PREPARE/REVIEW DA FORM 1315

14. PREPARE/REVIEW Dl) FORM 373

15. PREPARE/REVIEW DA FORM 2492-R

16. PREPARE/ REVIEW DA FORM 1696—R

17. PREPARE/REVIEW DA FORM 3072-1

18. PREPARE / REVIEW liD FORM 59

19. PREPARE / REVIEW DO FORM 372

... - . -
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I. PREPARE/REVIEW ENL/REENL FORMS (CONT) 

20. PREPARE DA FO~f 3285 

21. PREPARE/REVIEW/FOLLOWUP ON DU FORM 368 

22. PREPARE FIRST INDORSEMENT FOR DA FORM 766 

23. INSPECT FORMS FOR COMPLETENESS/ACCURACY 

J. PERF0~1 PUbLICITY DUTIES 

1. ESTABLISH/MAINTAIN CONTACT WITH LOCAL NEWS Ml:OIA 

2. PLAN/CONDUCT PUBLI C INFORMATION PROGRAMS 

3. PLAN/CONDUCT DEPENDENT INFORMATION TOURS 

4. MAINTAIN LIAISON WITH PUBLIC I NFORMATION OFFICERS 

5. VISIT LOCAL TV/ RADIO STATIONS 

6. VISIT LOCAL NEWSPAPERS 

7. ATTEND LOCAL CIVIC FUNCTIONS 

8. MAINTAIN ROSTE RS OF LOCAL NEWS MEDIA 

9. REQUISITION PUBLICITY ~~TERIAL 

10. OBTAIN FREE NEWSPAPER ADVERTISING SPACE 

11 . OBTAIN FREE BILLBOARD ADVERTI SING SPACE 

12. OBTAIN FREE WIND0\'1 SPACE FOR PUBLICITY DISPLAYS 

13. OBTAIN FREE ADVER'fJSEMENT SPACE ON COMt-lERCIAL VEHICLES 

14. ARRANGE FOR PAID ADVERTI SING SPACE 

15 . CONSTRUCT ADVERTISING DISPLAYS 

16 . PREPARE/ERECT WINDON UISPLAYS 

17. CONSTRUCT/ ERECT DISPLAYS AT FESTIVALS / FAIRS 

18. DISPLAY FURNISHED EN L/REENL PUBLICITY ~IATER I AL 

19. WRITE ENL/REENL MATERIAL 

20. EDIT ENL/REENL MATER IAL 
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J. PERFORM PUBLICITY DUTIES (CONT) 

21. DISTRIBUTE ENL/REENL P.UBLICITY MATERIAL 

22. CONDUCT PUBLICITY PROGRAM IN HIGH SCHOOL 

23. CONDUCT MAIL-OUT PUBLICITY CAMPAIGN 

24. WRITE NEWS MEDIA RELEASES 

25. DISTRIBUTE NEWS RELEASES 

26. SHOW MOTION PICTURES TO PROSPECTIVE ENLISTEE/REENLISTEE 

27. RECORD ATTENDANCE AT REENL FILMS 

28. SHOW MOTION PICTURES TO COMMUNITY/CIVIC ORGANIZATIONS 

29. LEND MOTION PICTURES TO COMMUNITY/CIVIC ORGANIZATIONS 

30. PRESENT A~N CERTIFICATES OF ACHIEVEMENT TO COMMUNITY 

31. USE UNIT OF CHOICE CANVASSERS 

K. SUPV RECRUITERS/CAREER COUNSELORS AND THEIR ACTIVITIES 

1. SCHEDULE INSPECTIONS 

2. INSPECT SUBORDINATE UNIT CAREER COUNSELORS 

3. INSPECT SUBORDINATE RECRUITERS 

4. INSPECT RECRUITING STATIOf\!S 

S. INSPECT REENL FILES/ACTIVITIES 

6. INSPECT ENL FILES/ACTIVITIES 

7. REVIEW ITINERARIES 

8. INSPECT PROSPECT CARD FILES 

9. INSPECT TRANSPORTATION REQUESTS (TR) 

10. CONTROL TRANSPORTATION REQUESTS (TR) 

11. PLAN RECRUITI NG SEMINARS/CONFERENCES 

12. CONDUCT RECRU ITI NG SEMINARS/CONFERENCES 

13 . PLAN CAREER COUNSELING SEMINARS/CONFERENCES 
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K . SUPV RECRUITERS/CAREE R COUNSELORS AND ThEIR ACTIVITIES ( CONT)

14. CONDUCT CAREER COUNSEL ING SEMINARS /C ONFERENCES

15. SUPV PERSONNEL CONDUCTING SEMINARS/CONFERENCES

16. DETERMINE EFFECTiVENESS OF SUBORDINATES ACTIVITIES

17. SUBMIT RECOMMENDAT I ONS FOR ENL POLICIES /CHANGES

18. SUBMIT RECO MM ENDATIONS FOR REENL POLICIES/CHANGES

19. CONDUCT A COMPETITIVE AWARDS PROGRAM

20. E XAMINE BARS TO REENL FOR FUTURE PLANNING

21. ADVISE OFFICERS/SUBORDINATES ON PERSONNEL MARKET CHANGES

22. PLAN INITIAL OPERATIONS

23. CONDUC T INITIAL ORIENTATIONS

24. SUPERVISE INITIAL ORIENTAT IONS

25. MAINTAIN STATISTICS ON RECRUITING/COUNSELING PROG RAMS

26. IDENTIFY/INVESTIGATE PROBLEM AREAS

27. DEVELOP REENL PROGRAM FOR COMMAN D

28. DIRECT REENL PROGRAM FOR COMMAND

29. PLAN RECRUITING OPERATIONS AT SUBORDINATE LEVE LS

30. DIRECT RECRUITING OPERATIONS AT SUBORDINAT E LEVELS

31. COORDINATE RECRUITING OPERATIONS FOR SUBORDINATES

32. ASSESS PROSPECT POTENTIAL WITHIN RMS AREA

33. INTERPRET REGULATIONS FOR SUBORDINATES

34. ADVISE SENIOR OFFICERS ON ENL/REENL PROGRAM

35. PROVIDE TECHNICAL KNOWLEDGE REGARDING ENL/REENL

36. MONITOR REENL POLICIES / ORDERS FOR PROPER EXECUT I ON

37. MONITOR REENL/RECRUITING PROG RAMS

38. EVALUAT E PRODUCTIVITY INDIC ATORS

-37-

- - ~~~~~~~~~~~~~~~~~~~ ~~~~~~~~~~~~~~~~~~ 

-- .

~~~~~

,- . A



-~~~~~~~~~~~~~~~~~~~~~ --- . -- - -

K . SIWV RECRUITERS/CAREE R COUNSELORS AND THEIR ACTIVITIES (CONT)

39. REVIEW AFE E S SCREENIN G I NSTRUMENTS

40. ADJ US T MANPOWER RESOURCES

41. MON ITOR CAREER DEVE LOPMENT OF SUBORDINATES

L. ASSIST IN TRAINING PROGRAM

1. P LAN/ DEVELOP RECRUITER/CAREER COUNSELOR TRAINING PROGRAM

2. REVIEW CONTENT OF TRAINING PROGRAM

3. PREPARE T R A I N I N G  DIRECTIVES

4. IDENTIFY SUBORDINATES WHO REQUIRE TRAINING

S. RECOMMEND SUBOR ATTEND RECRUITING/CAREER COUNSELING SCHOOL

6. SELECT INSTRUCTORS

7. TRAIN INSTRUCTORS

8. SUPERVISE PERSONNEL TRAINING INSTRUCTORS

9. PREPARE LESSON PLANS

10. PREPARE TRAINING AIDS

11. REQUISITION TRAINING AIDS

12. CONDUCT MOS TRAINING

13. AUEN[) MOS TRAINING

14. SUPERVISE PERSONNEL CONDUCTING MOS TRAINING

15. ASSIST IN TRAINING RECRUITERS/CAREER COUNSELORS

16. INSTRUCT PA R T-TJ M E RET’NL PERSONNEL

17. CONDUCT OJT FOR NEWLY ASSIGNED RECRUITERS

18. CONDUCT OJT FOR NEWLY ASSIGNE D C.\R EFR COUNSELORS

19. SUPERVISE PERSONNEL CONDUCTING OJT

20. PREPARE / OBTAIN TEST M A T E R I A L S

21. ADMINISTER TESTS
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L. ASSIST IN TRAINING PROGRAM (CUNf )

22. SCORE TESTS

23. P R E P A R E / M A I N T A I N  T R A I N I N ~. R LCO RD S/ RLP ( R~~S

M. ASSESS FACTORS WHICH CONTRIBUTE 10 REE NL

1. ASSESS MESS HALL OPERAT IONS

2. ASSESS WURKING CON I ) I T 1uN ~,

3. ASSESS RECREATIONAL FAC I L 11I i : ~

4. ASSESS GENERAL L I V I N G  L O N I i H i 0 ~-.S ON PUS!

5. ASSESS GENERAL L I V I N G  COND II IONS OF F POST

6. ASSESS POST EXC H ANGE SERVICES

7 ASSESS REENL INCENTIVE PROGRAM

8. ASSESS EFFECTIVENESS OF A D H I ~ ~ L k V I C E S

9. RECOMMEND CUANGES / IMC ROVE ME NTS 10 PROGRAM S

N. PERFORM RECRUITING / COUNSELING ~I ) M I N I S T RATIV [ DUTIES

1. CONDUCT M A R K E !  RE SEA ELH

2. DETERMINE POPULATION SHIFTS

3. MAINTAIN ENL / REENL PUBLICAT iONS

4. PREPARE ENL / REENL REPORTS / RECOR D S

S. REVIEW ENL/REENL REPORTS/RECORDS

6. M A I N T A I N  E N L / R E E N L  REPORTS / RECORDS

7. MAINTAIN EN L / R E E N L  SU S( ’ENSE F I L E S

8. M A I N T A I N  SUSPENSE FILE  ON l E M P O R A R Y  REJECTS

9. M A I N T - \ I N  SUSPENSE FILE ON PROSPECTS

10. M A I N T A I N  STATUS CHARTS

11. M A I N T A I N  ENL/ R E E N L  P R O D U C I I ( J N  ST A TISTICS

12. MAINTAIN AREA RECRUITMENI L’~ALUA l ION
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N .  PERFORM RECRUITING /CO UNSELING ADMINISTRATIVE DUTIES (CONT)

13. MAINTAIN VISITORS REGISTER

14. MAINTAIN REGISTER OF TOLL CALLS

15. D E V E L O P / M A I N T A I N  I T I N E R A R Y  FOR R E C R U I T I N G  TRAVEL

16. ZONE LOCAL RECRUITING AREAS

17. ARRANGE LEASING OF CIV FAC ILTIES FOR RECRUITERS

18. ARRANGE CIV MAINTENANCE ON LEASED PROPERTY

19. FORW AR D BILLS TO RECRUITING MAIN STAT ION

20. ARRANGE TRANSPORTAT I ON FOR APPLICANTS

21. ISSUE TRANSPORTATION REQUESTS (TR)

22 .  ARRANGE FOR LODGING /MEALS FOR APPLICANTS

23. CONTROL MEAL TICKETS

24. PLAN REEN L CEREMONIES

25. PROCESS EXTENSIONS

26. PERFORM ADMINISTRATIVE FOLLOWUP ACTIONS

0. PERFOR M GENERAL MANAGEMENT DUTIES

1. COUNSEL SUBORDINATES

2. PLAN/CONDUCT NCO CALLS

3. ASSIGN PERSONNEL TO DUTY POSITIONS

4. DISTRIBUTE WORK LOADS

5. ASS IGN TASKS

6. PREPARE WORK DISTRIBUTION CHARTS

7. RECEIVE/PROCESS INCOMING PERSONNEL

8. RECO MM END PERSONNEL FOR DISCIPLINARY ACTIONS

9. RECOMMEND PERSONNEL FOR AWARDS/DECORATIONS

10. RECOMMEN D PERSONNE L FOR PROMOT I ON /R EDUCTIONS /EL IMINATION
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0. PERFORM GEN E RA L MANAGEMENT DUTIES (CONT)

11. COORDINATE LEAVES/PASSES

12. EVALUATE PERFORMANCE OF SUBORDINATES

13. CONDUCT SECURITY CHECKS

14. SCHEDULE CONFERENCES/VISITS

15. IMPLEMENT COMMANDERS DIRECTIVES

16. PREPARE SOP

17. PREPARE JOB DESCRIPTIONS

18. RECO MMEND CHAN GES TO MOS

P. PERFORM GENERAL ADMINISTRATIVE DUTIES

1. READ / INTERPRET SOP

2. USE TOE/TDA

3. REQUISITION PUBLICATIONS/ARMY REGULATION S

4. MA i NTAIN LIBRARY OF PUBLICAT IONS/ARMY REGULATIONS

5. READ/INTERPRET PUBLICATIONS/ARMY REGULATIONS

6. MA INTAIN OFFICE FILES

7. INSPECT OFFICE FILES

8. PARTICIPATE IN 113 INSPECTION

9. PREPARE REPORTS ON UNIT ACTIVITIES

10. M A I N T A I N  RECORDS ON UNIT A C T I V I T I E S

11 . SAFEGUARD CLASSIFIED DOCUMENTS/EQU IPMENT

12. PREPARE CORRESPONDENCE

13. REVIEW CORRESPONDENC E

14 . PREPARE/REVIEW ACCIDE NT REPORTS

15. MAINTAIN PRODUCTION FLOW CHARTS

16. PREPARE TRAVEL VOUCHERS
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P. PERFORM GEN E RA L ADMINIST RATIVE DUT IES (CONT)

17. REQUEST/ISSUE SUPPLIES/EQUIPMENT

18. PROTECT SUPPLIES/EQ UIPMENT

19. MAKE RECO MM ENDAT iON S TO SUPERIORS

20. SERVE AS PRO MO TION BOARD MEMBER

Q. PERFORM VEHICLE OPERATION /MA I NTENANCE DUTIES

1. DRIVE ASSIGNED VEH ICLE

2. MAKE ENTRIES IN VEHICLE EQUIPMENT LOG BOO K

3. REVIEW ENTRIES IN VEHICLE EQUIPMENT LOG BOOK

4. PERFORM VEHICLE OPERATOR MA INTENANCE

S. ARRANGE FOR CI V MAINTENANCE ON RECRUITING VEHICLES

6. MAINTAIN VEHICLE DISPATCH LOG

7. USE LUBRICATION ORDER

8. REQUEST REPAIR PARTS

9. WRITE EQUIPMENT IMPROVEMENT RECOMMENDATIONS (E IR)

10. EXT RACT DATA F ROM LOG BOOK FORMS

11. PREPARE EQU I PMENT SE RVICEABILITY RE PORTS (ESC)

12. SUPERVISE PREPARAT I ON OF ESC

13. SUPERVISE OPERATOR MA INTENANCE OF EQIJIPMENT



A P P E N D I X  B

R E V I S E D  ARM Y R E C R U I T E R / G U I D A N C E  C O U N S E L O R

TASK L I S T  ALO NG W I T H

THE SOURCE OF EACH REVISED TASK
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Al . Deve lop /maint~~in d a i l y work p lan for perform i nq en list m e n t
processing du t i e s .

A2. Answe r e n l i s t e e ’ s p rocess ing  questions by telep hone .

A 3 . An swe r an app l icant ’ s p ro c e s s i n g  que s t io n s b y personal contact.

At+ . Plan/orgainze telephone calls related t o  enlistment processin g.

A5 . Answe r let ters of inquiry about enlistment processing .

A6. Study enlistment publications.

A7. Determing an applicant ’ s p hysical/m ental/moral el i g i b i l it y
d uring the enlistment process.

A8 . Determine an app licant ’ s enlistment qualificat i ons.

A9. Determine an app licant ’ s enlistment el i g i b i l i t y .

A l O— 14 . Verify app licant ’ s age , ci tizenshi p, SSN , prio r service , and
ed uca t i o n a l  back g round.

A l 5 . Obtain parental consent when required because of age.

A 16 . Determine wa i verable/nonwa i verable qualifications for enlistment.

A 17 . Inves ti ga te wa i vers prior to determing enlistment eli g i b i l i t y .

Al8-20 . I n i t i a t e  or prepare medical , mora l , or ad ministration wa i vers
f~~-~ app l i cants. -

A2 1 . Coordinate/process wa i vers for app l i c a n t s .

A22 . Determine requirements for service schoo l attendance.

A23 . Obtain enlistment quota for app l i c a n t.

A24. Wri te requests for in-servic e schools/training.

A25. De termine creditable/monthl y pay for  app licant.

A26 . Process/prepare final enlistment paperwork.

A27. Obtain enHstee ’ s ass i gnment instructions.

B I. Coordina te/conduct en listment program in hi gh school.

B2. Main tain coordination/cooperation with AFEES. 
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B3 . Initiate/forward appropriate recruiting records to AFEES.

B~+. Obt a in records from screening boa rds .

B5 . Obtain enlistment clearance from chief EEA.

6 6 .  Ve r i f y app licant ’ s police record with local authorities.

87. Verify app licant ’ s DD Form 370.

88. Verify applicant ’ s selec tive service classification form.

B9. Eval uate prospective en li stee for security.

810 . Prepare/process enlistment gua rantee letters.

811 . Notify parents of under-age prospects of changes in options.

Bl2 . Assist state emp loy ment service officials wi th en l ictment rejects.

613 . Assist the Army Reserve/Nati onal Guard recruiting effort.

B 1 1+. Develop/maintain good community relations.

815 . Prepare mobile recruiting station .

Bl 6 . Partici pa te i n  g roup g u i d a n c e  s e s s i o n s .

C l- 1~. Con tact hi gh schoo l off i cials , guidance counselors , c o l l e g e  job
p l a c e men t d i r e c tors , nursing schoo l officials , voca t i o n a l /
trade schoo l officials for recruiting purposes.

CS . Contact parents of prospec t i ve  app lican ts.

C6-7 Contact employment agencies (civic and non-civic) and personnel
& 9. managers to obtain names of prospects.

CS & 10 . Contact public officials and reli g io us leaders to obtain name s
of p r o s p e c t s .

d l .  Contact enlistees home on leave .

C l 2 -1 3 . Contact local National Guard/U. S. Army Reserve units for
recr u i t i n g  p u rposes .

Dl . Analyze prospective audience/occasion for Army presentation .

D2. p repare outline for talks about the Army . 

- ~~
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DLI. Deliver Army presen tation at recruiting seminars.

05. Deliver rec ruiting presentations at career counseling seminars.

06-8. Delive r informal/forma l talks about the Army to area students
f rom comm u n i ty h i g h s c h o o l s , voca t i o n a l , or trade schools.

09. Talk to parents about the Army .

010. Talk to civic/service groups about the Army .

D ll - 1 2 . Talk to public officials/reli g i ous  o r c i v i c  l e ade rs abou t t he A rmy .

El. Iden tif y possible cen ters of influence for recru iting purposes.

E2-3. Develop/main tain liaison with centers of influence for recruiting
purposes .

E4—5 Prepare/maintain file cards on centers of influence for recruiting
purposes .

E6. Use AFEES/recrui t ing services screening inst r nents.

E7-9 Loca te service prospects by scree ning graduating and drop-out
& 1 1 . l i s ts f ro m h i gh schools  and c o l l~-qe and examinin g rosters from

voca t i o n a l  and tr ade schoo l s .

El2 . Screen ASVAB printouts for prospects.

E13 . Screen officer select ion team referral forms for prospects.

E lO & l’+ . Screen selective service reg istration lists and pre—induction
roster to obtain prospects.

E 15 . Obtain prospec t referrals from other services.

E16. Examine newspaper for prospects .

El9-2O. Es tablish and refine lists of prospec t name leads.

E21 . Qualif y prospec t name leads.

E22 . Contact qualified prospec t name leads.

E23 . Prepare prospect card.

E2L+. Develop and maintai n prospect card file.

E25. A nalyze prospect to determ ine recruiting approach.

J- ~~
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Fl. Schedul e interview or counselin g sessions with p rospec t i v e
en l istee .

F2 . Tailor the interview or counseling session to prospect.

F3 . Record each interview/counselin g session w i t h  prospect.

FL~-5 . I n t erview and conduct couns elina sessions w it h  ~n liS t nen t prospects.

F6. Cou nsel prospective en l istee on arrang i n g  per sona l  a f f a i rs p r i o r
to eni i s t ne nt.

F7 . Use EST/WEST results in interviewin g or counseling with prospect.

F8. Use field 201 fil es in interviewin c , or counseling prospect.

F9. Handle objections to recrui tment during the interview or
coun sel i n g  s e s s ion .

FlO. Eval uate prospect follow i ng the interview or counseling session .

FM. Assis t the prospective en l istee in desi g n i ng A -m y ca reer plan.

Fl2. Use aud i o/visual sales techni ques du rinq the interview or counsel-
ing session wi th prospect.

F13 . Counsel rejected app li cants.

F l~~. Advise rejec ted applicants of re-employ m ent r iq ht s.

Fl5 . Conduc t follow-up inte rvicw or counselin g session with pros pect.

Gl . Explain to prospects prerequisites for enlistment.

G2— 3 . Explain organiza tional and MOS structure of Army to prospects.

G5, 23, Explain A rmy benefits to prospect: re-enlistment/variable
25, 30- re-e nlistment bonus; dependent allowances ; me dical care program:
32 , 3L4- re tirement system ; famil y p ro t ec t ion  p l a n ;  depe nd e n c y / i nde mn i ty
36 compensation ; social security; and veteran ’ s benef its.

G12-22 . Ex p la i n  Army opportunities to prospect: training; educational
advan tages; vocational opportunities; officer/WO ; AMEDS/nurse ,
WAC college, fli gh t training ; USMA ; and OCS programs .

G2L~. Outline Army monetary benefits to prospect: pay, allowances , and
allo tments.
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G2~~-2 ~’ . Discuss i i  Ii tary l i f e  with prospect: Army hous ing; m i l i t a r y
t d-n ~ ly l ife; t i~iv eI ; Army grade/career pro gression.

Hl-2. Sched ule physical and mental examinations at AFEES.

H3. Schedule p hysical or mental retests at AFEES.

i4 . Rec o rd p hysica l or rn ent iI test scores.

H5, 8. Ad minister EST/WEST and SPEAR to prospects.

H6 , 9. Score EST/WEST and SPEAR tests.

H il . Obtain test results from AFEES.

H7, 10 , In terpret results of the following tests: AFQT/AFWST , ECFA ,
12—16 . ASVAB , AQB/WACB , ACB , EST/WEST , and SPEAR .

H 17 . Interpret results of officer/fli gh t /sp eci a l f o rces  tes t.

Hl8. Brief prospec t on the nature of Army personnel tests.

Hl 9 . Req uis i t i o n  test materials.

H2O-2l . Control and inspect test m aterials.

H22 . Prepare test materials for destruction .

H23 . Supervise pe rsonnel administering tests.

11— 2 1 . Prepare or review DD , DA , or USAREC forms during the recruitment
process.

122. Prepare firs t indorsement for DA Form 766.

123 . I nspect an applicant ’ s DD , DA , or USAREC forms for completeness
and accuracy.

Jl . Establish and maintain contact with local news media.

J2. Plan and conduct public information program.

J3. Plan and conduc t informat ion tours for dependents .

J L~• Main tain liaison with public information officers.

J5-6 . Vis i t local TV stat ions , ra d i o  s t a t i o n s , a nd n e w s p a p e r s  to
maintain liaison or to generate pub l i c i t y  for the Army .

J7 . Attend local civic functions to hel p pu b l i c i z e  the Army .

I

— 2 ., ~ — 

- - - - - ~~
- 

~~~~~~~~~~~~~~~~



J8. 

J9 . 

JI0-13 . 

J 14 . 

JJ8. 

Jl9-20. 

J21. 

J22 . 

J23 . 

J24. 

J2 5. 

J26. 

J23-29. 

J30. 

J31. 

Nl. 

N2 . 

N3 . 

N4 . 

NS. 

N6 . 

N]-9. 

NJO. 

~aintain rosters of local news media for publicity purposes . 

Requi si ti on publicity material. 

Obta 1n free advertising space in nP.wspapers, on bi I !boards a r 
comme r c ial vehicles, and for window displays. 

Arrange for paid advertising displays for store windo1 
for festivals and fairs. 

Display furnished en! istment pub! icity material. 

Write and edit enlistment pub! icity material . 

Distribute en! istment publicity material . 

Conduc t pu~l icity program in high school. 

Conduct mail-out pub! icity campaign. 

Writ e news media releases. 

Distribute news rel ease s. 

Show mot ion pictures about the Army t o prospect i ve enli s t ee . 

Show or lend motion pictures to community/civic o rgani zat ions. 

Present Army certificates of achi evement to community. 

Use unit of choice canvassers. 

Conduct marke t research for potential recruits. 

Determine population shifts of potential recruits. 

Maintain enlistment pub! ications. 

Prepare enli s tment reports and records . 

Review en I i s tment reports and records. 

Maintain en li stment reports and records. 

Ma intain s uspense file s on temporary re j ect s and on prospects. 

Maintain recruiting status charts. 

- 50-



N 11. 

Nl 2. 

N 13. 

Nl4 . 

NlS . 

Nl6 . 

N 17 . 

Nl8 . 

Nl9 . 

N20. 

N21. 

N22-2) . 

N26. 

Ma intain e nl i s t me nt production s tati stics. 

Maint ain area re cruitment e valua tion. 

Ma intain visit o r s ' r eg ister. 

Maintain reg i s ter of to l 1 ca l ls. 

Develop/maintain itine rary for recruiting trave l. 

Zone local recruit ing areas. 

Arrange leas ing of civic facilities for recruit e rs . 

Arrange civic maintena nce on leased property. 

Forward bills to recruiting main station. 

Arrange transportation for applicants. 

Issue transportation requests. 

Arrange for lodging or meals for applicants and contro l meal 
tickets. 

Perform administrative follow-up actions during r ec ruitme nt 
process. 

Ql. Drive assigned vehicle. 

Q2. Make entries in vehicle equipme nt log book . 

Q). Review entries in vehicle equipment log book. 

Q4. Perform vehicle operator maintenance. 

QS. Arrange for civic maintenance of recruiting vehicles . 

Q6. Maintain veh icle dispatch log. 

Q?. Use lubrication order. 

Q8. Request repair parts for recruiting vehicles. 

Q9. Write equipment improvemen t recommendations . 

QlO . Extract data from vehic l e log book forms. 

Qll. Prepare equipment s e rviceabilit y re port s fo r recruiting ve hi c les . 
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1. Answer an a p p l i c a n t ’ s p r o c e s s i n g  q u e s t i o n s  by personal contact.

2. Develop and maintain prospect card file.

3. Conduct market research for potential recruits.

4. Perform vehicle operator maintenance .

5. W r i t e  and edi t  e n l i s t m e n t  publicity material.

6. Prepare DA Forms for enlistment guarantee (DA Form 3286; DA Form 3285)

7. Score SPEAR.

8. Talk to p a r e n t s  abou t the Army .

9. ‘ f e r i fy  a p p l i c a nt ’ s s e l e c t i v e  s e r v i c e  c l a s s i f i c a t i o n  fo rm .

10. Eva luate prospect fo l low ing the interv iew or counse l ing session .

1 1. Describe the organizational and MOS structure of Army to prospects.

12. Explain to prospect special training and college programs .

13. Determine requirements for service schoo l attendance.

14. Show motion pictures about the Army to prospective enlistee .

15. Maintain reg ister of toll calls.
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16 . Prepare/maintain file cards on centers of influence for recruiting purposes. 

17. ~how or lend motion pictures to community/civic organizations . 

18. Contact e duc offici a ls and guidance counse lors for rec ruiting purposes 

tl9. Arrange for lodging or meals for applicants and control meal tickets. 

20. Use lubrication order. 

21. Develop/maintain daily work plan for performing enlistment processing duties. 

22. Handle objections to recruitment during the intervi ew o r counseling session. 

23 . Obtain free new<;papt> r, billboard, window & commerc ial veh icle ad space 

24. Make entries in vehicle equipment log book . 

25. Maintain coordination/cooperation with AFEES. 

26. Prepare equipment serviceability reports for recruiting vehicles. 

27. Contac t loca l Nat ional Guard/U . S. Army Reserve unit s for recruiting purposes. 

?P.. Investigate waivers prior t o determining enli s tment eligibility. 

29. Exp lain Army training, educ:a tional & vocational opportunitie'i to prospec t 
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30. Determine population shitts of potential recruitS. 

31. Screen ASVAB printouts for prospects. 

132. Schedule interview or counseling sessions with prospective enlistee . 

133 . Assi"st state employment service officials with en! istment rejects . 

34 . Perform administrative follow-up actions during recruitment process. 

35. Visit TV, radio or newspape r centers to generate publicity for the Army 

36 . De ter min e applicant's phy~rcal/r~1e ntal/moral e ligibilit y during 
en! process 

37. Requisition test materials. 

38. Oc li v<> r infor ma l/fo rm<ll t a lks about the Army to area st udent s 

~9. Write equipment improvement recommendations . 

.1:1). Determine creditable/monthly pay for ' applicant. 

41. Contact public officials and religi ous leaders t o obtain names of prospects. 

42. Maintain recruiting status chart s. 

·43. Arrange for civic maintenance of recruiting vehic l es . 

44. Prepare outJine for talks about the Army . 
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45. Use aud io/vi sual aid s during interv/coun s session w i th ~)roslJeCt

. 46. Obtain enl istement clearance from chief EEA .

17 . Verify applicant ’s age , citizenshi p , SSN , p r i o r  s e r v i c e , and education.

~‘8. Contact parents of prospective appl lcan~ts.

I~9. Eva luate prospective en l istee for securi ty.

L,O~~ Obtain prospect referrals from other serv ices.

51. Contact enlistees home on leave .

52. I ssue  t r a n s p o r t a t i o n  requests .

53. Conduct mail-out publicity campa i gn.

~54. Explain Army benefits: reen l bonus ; dep allowance ; med care ; retirm.t ; -

etc.

55. Prepare t e s t  m a t e r i a l s  for des t ruc t i on .

56. Present Army cert ificates of achievement to commu ni ty .

57.  Answer e n l i s t e e ’ s proces s i n g  ques t ions  by telep hone.

58. Plan and conduct public information program.

59. Prep ai - OD a~d USAREC Forms on i n i t i i l  c o n t a c t  (USAREC Form 200 ;

DD ~orm 1966)

~O. Advise rejected applicants of reemp loyment rights.
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“ 1 . Obtain en l i s tee s assignm ent instructions.

62. Review and maintain enlistment reports and records.

63. Extract data from vehicle log book forms .

64 Prepare mobi le rec ru i t i n g  s ta t ion .

~‘5. Analyze prospect to determine recruiting approach.

Ob . forward bil l s  to DRC.

67. Drive assi gned vehicle.

6l~. Answe r letters of inquiry about enlistment processing.

69. C o n t a c t  etn p l oy pn e n~ agenc ies  & personn e l mgr s f or names of prospects

70- Record each interview/counseling session with prospect.

71 . Exa mine news,ape r for prospects.

72. Schedule physical and mental examinations at AFEES~

71. Distribute news releases.

7~~. Obtain records from screening boards.

75. Determine wa iverable /nonwa iverable qua l i f i ca t i ons  for en l i s tmen t .
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lb. D,s .uss wi th p i o S p c c L  A m y  housing . fani i ly lif e , trave l and caree r
pro g ress  ion

77. Prepare PD Form for poli ce check (Form 369)

78. R e v i e w  e n t r i e s  in Vehicle equi pment log book .

79. Participate in group guidance sessions.

~O. Assist the prospective enl istee in desi gning Army career plan.

~ l. Zone local recru itin g areas.

82. Mainta in vehicle dispatch log .

~ 3. Outline Army monetary bene fits to prospect: pay , a ll owan ces , an d  allotments.

84. I nt e r p r et  r e s u l t s  of AFQT/AFWST , ECFA , ASVAB , AQB/WACB , ACB & S P E A R

- 85. Initiate medica l , mora l , or administrat ion wa i ve r for applicants.

P6. Maintain area recru itment eva l uation .

87. Conduct follow -up interview or counselin g session with prospect.

~8. Contact qualified prospect name leads.

39. Counsel rejected applicants.

30. Determine an applican t ’ s enlistment e l i g i b i l i t y .
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9l. Uo ta in test results t rom AI~E E S .

92. Coun Sel p r o s p e c t i v e  en l ist e e on arrang ing personal a ffair s prio r to

enl

93. Request repair parts for recruiting vehicles .

94. Establ ish and refine lists of prospect name leads.

95. Process/prepare final enlist ment pape rwork.

96. Study en) iS tmen t  pub li c a t i o n s .

97. M a i n t a i n  en l i s tmen t  pub l i ca t i ons .

~8. Distribute enlistment public ity material.

99. Record physical or mental test scores .

100. N o t i f y  pa r e n t s  of under -ag e prospects of changes in options.

101. Write requests for in—service schools/tra ining.

102. Interpret result s of officer /fl i ght/soecial forces test .

103 . Explain to prospects nrerequi site s for enlistment.

104. Tailor the intervie w or counseling session to prospect.

105. Plan/orq an ize telephon e call s related to enl istment processing .
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10 6 .  M a i n t a i n  suspense file s on temporary rejects and on p r o s p e c t s .

1 07. Develop/maintain liaison with centers of influence for recruit ing purposes.

108 . Talk to civic/service groups about the Army .

109 . Assist the Army Reserve/National Guard recruiting effort.

110. Maintain enlistment oroduction statistics .

I l l .  Coordinate/conduct enlistment program in hi~~h school.

112. Contro l and inspect test materials .

11 3 . Attend local civic functions to help publicize the Army .

I l k . Coordinate/proc ess wa i vers for applicants.

11 5. Arrange transportation for appli cants.

11 6 . Prepare prospect card .

117. Develop/maintain itin era ry for recruiting travel.

lI e. Establish and main tain contact with local news media.

119 . Develop/maintain good community relations.

1. 0. Display furnished enlistment publicity material.
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12 1 . Obt ain parental consent when required because of age .

122. Maintain liaison with public information officers.

123. Arrange for pa id advertising space.

1 24. Initiate/fo rward appropr iate recruiting records to A FEES .

125. Delive r recruiting presentations at career counsel ing seminars .

126. Wri te news media releases.

127 . Maintain visitors ’ reg ister .

128. Screen officer selection team referral forms for prospects.

129. Analyze prospective audience/occasion for Army presentation .

13 0. Schedule physical or ment al retests at AFEES.

1 3 1 . Requisition publicity mater ial.

132 . Ve r i f y  a p p l i c a nt ’ s p o l i c e  record with local authorities.

133 . Q u a l i f y  p rospec t  name leads.

3~’. Administer SPEAR to prospects.

135 . Conduct pub l i c i t y  program in high school.
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136 . Prepare e n l i s t m e n t  r e p o r t s  and r e c o r d s .

137 . Use AFEES/rec rui t i n g  servi ce~ screening instruments.

138.  Delive r Army presentation at ‘ecrui ti nq sem inars.

139 . Un a t ,~ Se r v cc p r o s p e c t s  by S re e n i  ng a rea schoo l t rad ua t  e and drop—
i)ut l i s t s

~~~ I nterview and conduct counsel ing sessions wi th enlistment prospects.

141. Brief prospec t on the nature of Army personnel tests.

142. Prepare and erect ad displays for store windows , fe stivals , and F airs

l!’3. Talk to public officials/relig ious or civic leaders abou t the Army .

l”4. Main tain rosters of local news media for publicity purposes.

l bS . I dentify possibl e c e n t e r s  o f  i n f l u e n c e  for  r e c r u i t i n g  p u r p o s e s .

1 4 6 .  P re p a r e  DA Forms associated w i t h  wa i vers (DA Form 1696-R ; DA Form

3072-1)

1~i7 . Prepare  birth v e r i f i c a t i o n  for ms (DD Form 37 2)

148. P repar follow-up PD Form for  i r i l currently in the Reserve ( O D Form 36 8 )

149. Rev iew DD-DA Forms for prior service (DO Form 214 ; DA Form 1 8 1 1 )

150. Revi ew/inspect a ll DO-DA-USAREC Forms for completeness and accuracy

-
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INSTRUCTIONS FOR TASK
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ARMY RECRUITER/GU IOANCE COUNSELOR 
TASK DIMENSION WORKSHOP 

Our organization , Pe rsonne l Decisions Research Instit ut e , has been 
funded by the Army Re sea rch Institute t o de ve lop some s pecia l informa ­
tion about the U. S. Army field recruiter and guidance counse lor jobs . 
The purpose of our project i s to desc ribe in a!> c lear a way a s poss ibl e 
the performance requirements of these jobs. De finino c l early the 
performance requirement s may help i n the future to refine selection 
procedures used to sc reen persons applyin9 for the recruit e r job. This 
kind of task definition may also indicate whe r e tra in ing i s required 
for improved recruiter performance. 

The method we have chosen for definin<:J performance requirements demands 
that we identify groups of tasks, each group desc ribin9 a diffe rent part 
of the recruiter o r guidance counselor job. 

How are we planning to develop the task groups? 

Military occupational spec ial ists recently prepared a list of individua l 
tasks for the OOE MOS. We believe this task li st provides an exce l lent 
vehic le for identifying significant task groups for each job . Individual 
tasks can be grouped to<:Jether according to their similarity in des cribing 
sepa rate per formance requirements for the r ecrui te r or guidance counse lor 
job. 

This i s where 
jobs, you are 
Therefore, we 
to sort these 
fit together . 

you come in. As USAREC personnel fami li ar with the two 
most qualified to cluster these tasks into 1.1roups. 
ask you to study carefully the list of OOE MOS tasks and 
tasks into groups according to your perce ption of how they 
Let's desc ribe these sortinq procedures in more detai 1. 



Proced ures 

Befo r e yo u i s a li s t of 159 task sta t e me nts, each desc ribin g a re c ruiter 
and/or guidance counse lor act1v1ty. Fir s t , pl ease r ead each item in the 
entire 1 i st. As yo u wi 11 see, these tasks represent a numbe r of di f ferent 
parts of the recruiter or ~uiclance counselor job . In a moment we will 
ask you t o sort these ta sk statements into groups according to your 
ideas about hmo~ various tas ks go t oqe ther. First, however, we want to 
show you an exampl e of how you miqht go about qroupinq together these 
tasks. 

Example: 

Here are seven tasks from the job of FIREFIGHTER . Our qoal in thi s 
exampl e i s to sort into groups those task statements which represent the 
same kinds of activities in the jobs. Go ahead and try your hand at 
sorting these task s into groups. USE AS MANY OR AS FEW GROUPS AS YOU 
NEED. There i s no one correct way to do thi s. The best solution is your 
own judgment of how the tasks go together . 

1. Recogniz e and preserve evidence of arson. 

2. Treat ranqe of injuries usinq advanced fir s t aid and 
emergency care techniques (EMT) . 

3. Pull boos ter hose from booster reel and advance to fire 
scene . 

4. Administe r close check cardiac compression to victims of 
heart failure . 

5. Prepare fire, inspection, or preplanning reports. 

6 . Record entries in daily log. 

]. Guard premises where arson is suspected, pending investigation . 

Groups I tern Number 
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One so lu t ion given by some people emp loys the following four gr oup s . 

Groups I tem Numbe rs 

A 1. 7 

B 2. 4 

c 5. 6 

D 3 

He re is the reasoning behind this answer. 

It e ms 1 and 7 both have to do with assisting in arson investigations. 
It ems 2 and 4 both involve treating injuries . Items 5 and 6 bo th reflect 
th e admini st rative and record ke~pin9 part of the job. It e m 3 does not 
appear to have close a s sociation with any of the other tasks. 

Howeve r, this is not necessarily the only solution. You may have a 
different solution that makes more sense to you . 

We want you to pe rform the task ·sortinf! procedure using some sensible 
and cons i stent method. There are no right or wrong "answers" to thi s 
sorting procedure , but please try to make your 9roups of tasks as 
sensible and as distinct as possible. 

In just a moment, we will provide you with cards, each card containina 
one of the 159 task statements. Please use these c.ards to perform the 
sortinq procedure. Try to end up with between 10 and 20 groups. After 
you have finished sort in9, check the items within each group to make sure 
that the items adequately des c ribe the groups you have formed. You may 
decide to combine 9roups which are hi9hly similar or you may want to 
divide the groups further to make them m6re distinct. Aqain, try to end 
up with at least 10 but not more than 20 qroups. 

Review of the Steps We Want You to Take in Sortino the Tasks 

1. Read through a 11 task statments. 

2 . As you read, begin forming tentative groups of tasks that appear 
to repre sent the same part of the job. 

3. Aft e r you recei ve the s tack of items, sort them i nto g roups . 

4. Che ck your gro ups after you have sorted all the items to make sure 
you have been consistent. 

Thanks for your he lp. 
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A P P E N D  I X  E
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A method suggested by Rosenberg and Sedla k (1972) was used to form
a dissi m i l a r i t y  index between each pair of tasks based on data from the
task sorting protocol. Essentially, the lSO x l 5 O d i s s i m n i l a r i t y tn at r ix
provides an index of direc t s i m i l a r i t y  between pairs of tasks and indirect
si m i l a r i t y  between each task pair. Direct s i m i l a r i t y  between two tasks
is indica ted simply by the number of subjects who placed those two tasks
in the same category compared to the total number wi subjects. Indirect
si m i l a r i t y  between each task pair is determined according to the similar-
i ty with which each task in the pair is associa ted with each other task
in the list.  The following is a mathematical treatment of the develop-
ment of a d i s s i m i l a r i t y  matrix.

Modifications in the procedures used to deve l op d i s s i m i l a r i t y  in-
dice s between each task pair involved redefining each element of the
matrix as the number of times the pair of tasks was jointly classified
com pa red to the n um ber of t i mes they c o u l d  have been so c l a s s i f i ed .
Specifically, the following two binary variables were de fined for the
kth jud ge (k = 1 , 2, . . . N) for the ijth pair of tasks (i , J = 1 ,
2, . . . 150) :

cijk = I if the ith and jth task were jointly c l a c s i fied
by the k th j u d ge i nt o a common ca tego ry ;  0 ot he r w i s e ,
and

°i j k  = 1 if the ith and jth task both appeared w i t h i n  the
set of stimuli that were classified into al l
ca tegor ies  o ther  than the ca tego ry desi gna ted as
“miscellaneous ” by the judge; 0 otherwise.

Then the 150 x 150 ma trix of si m i l a r i t i e s  for a group of N judges was
made up of elements , s, where

N /N
S ij  = 

~ 
c tlk/ E °ijk

R= l / R=l

Given a matrix of sim i l a r i ties thus defined , the matrix of dissimi-
larities was compu ted according to the definitions provided by Rose nberg
and Sedlak (1972):

F~5o 1~~~

~~~ 
= 

L=l 

- sil )i

These di s s i m i l a r i t y  i n d i c e s  were  u t i l i z e d  d i r e c t l y  i n  the  Ward a nd
Hook (1963) cl uster anal ysis.
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The ISO x 150 matri x of d i s s i m i l a r i t i e s , d , was also used for tne
computation of the Torgerson Scalar Products n rr atrix (Torqerson , 1958 ,
p. 258). The scalar products m atrix is a recommended p rocedure for
conditi o n i n g  the d i s s i m i l a r i t i e s  for an MDS ana l ysis. Thus , the scalar
products were used in subsequent MDS steps.

Tor g erso r i , W. S., Theory and me thod s of scaling . New York: Wil ey , 1958.

-7I
~ 
-

-- - ~~~~~~~~~~~~~ - _ -~~~ ~~~~ ‘ - -~~~~~~~~~~~~~~~~~~~~~~~~~~ -- -~~ 
—-- -

~~~~~~~~~~~
- _ ‘  

~~~~~~~~~~
- 

~~~~~~~
‘—

~~~~~~
- ‘


